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JOB DESCRIPTION

Job Title: 

Finance Administrator
Salary:


Hay Grade C £16,277 - £17,420 (pro rata) 
Contract Term:
12 months continuation subject to funding 

9 hours per week, over 3 days
Managed by:
Finance Manager
Responsible for: 
None

Job Summary:
To provide Finance Administrative support for the day-to-day management of the Wellspring Centre using SAGE.

JOB TASKS

Below is an indicative list of things the job will involve but it is not exhaustive:

· To administer the accounts package (SAGE Line 50), to prepare and log invoices for payment, orders for good and services and record transactions and reconcile between systems and with bank statements
· Daily bank reconciliation
· Enter supplier payments

· Petty cash payments, reconciliation and posting to system

· Room hire invoicing and journals

· Mobile and landline phone posting and journal entries 

· Phone line recharges to tenants

· Standing charges
· To service meetings, including preparation of the agenda, venue, minute taking
General Duties


· To carry out any other duties as may be required and in keeping with the level of the post 


· To implement appropriate organisational policies and in particular the Equal Opportunities and Health and Safety policies


· To participate in training and team meetings as required

· To take up appropriate opportunities for own continued professional development and participate in Wellspring appraisal system

	PERSON SPECIFICATION
WHLC FINANCE ADMINISTRATOR


	
	Essential
	Desirable

	Qualifications
	GCSE Maths or equivalent at grade C or above


	Working towards an accountancy qualification 

	Experience
	Experience of using SAGE 

Experience of maintaining financial systems

Experience of working to deadlines and under pressure

Experience of maintaining confidentiality


	Minute taking

	Skills and Knowledge
	Good IT skills in SAGE, MS Word, Excel, Outlook, 

Excellent numeracy skills  

Ability to work un-supervised
Ability to manage own time and workload
Ability to work under pressure and to tight deadlines

Knowledge of company governance issues

Good communications skills in English, both written and verbal 

	Knowledge of the area

Awareness of working in a multicultural inner city environment

Knowledge of Charities and Charity governance issues

	Attitudes and Personal Characteristics
	Attention to detail

Willingness to work as a resource for other staff

Systematic and methodical approach

Willingness to work to rules of confidentiality

Willingness to work flexibly 

Capacity to work under pressure and adapt to changing work levels
Possess a ‘can-do’ attitude and commitment to ‘get things done’
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