
JOB PROFILE
	Job Title:
	Finance Officer
Part-time 22.5 hours per week, £17,110 pro-rata 

per annum (£28,516 FTE)

	    Reporting to:
	Chief Executive Officer


1  
Main function of job:  

To maintain the charity’s financial systems ensuring effective processing of payroll, sales invoicing, payments, VAT and reporting.
N.B.  The following headings are to be taken as a general overview of the requirements of the job role. 

2
Location: 

Amelia Trust Farm, Five Mile Lane, Barry, Vale of Glamorgan.  CF62 3AS

3
Supervisory responsibility/position in structure:
To be directly responsible to and have immediate contact with the Chief Executive.

4
Specific Areas of Responsibility:
· To manage and maintain the Purchase Ordering, Payroll and Ledger systems on Sage
· Ensure invoices are raised on time.
· Undertake cash handling and management including petty cash/floats and the emptying of donations boxes.
· Bank any cash/cheques and ensure banking procedures are followed

· To manage and process company payroll including PAYE, NI, pension and other relevant compliance work
· To maintain VAT records and produce quarterly returns and carry out the annual adjustment calculation for partial exemption. 
· To undertake monthly bank reconciliations and action appropriate entries in financial accounts.
· Reconcile card payment receipts (currently from SumUp and Square) and online payments and make appropriate entries in financial accounts.
· To provide the Chief Executive with timely and accurate financial management information

· To identify transactions associated with project funds and record appropriately

· To assist with timely reports/returns to external funders

· To chase debtors for payments

· To ensure creditors are paid on time

· To complete annual GIFT Aid returns

· To produce year end information required for the published annual accounts. 
· To oversee the work of identified volunteers

· To ensure compliance with any relevant regulation and statutory requirements including the Health & Safety at Work Act 1974 etc
· Ensure financial duties are carried out in compliance with financial regulations and any relevant legislation and regulation e.g. VAT, HMRC Tax and NI, Gift aid, anti-money laundering. 
· File and store all documents/records so they can be easily retrieved if required to support an accounting entry and for the time period required by regulation and any grant conditions
· Undertake reception duties, answer main telephone and take payments (cash and card) when required
· To undertake such other tasks as may be required by the Chief Executive Officer
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Reviewed by:

Chief Executive Officer
PERSON SPECIFICATION

	
	Criteria
	Essential
	Desirable

	1
	What standard of general education/previous experience does the work call for?
	
	

	
	At least 1 year experience in a finance role in a professional context
	(
	

	
	
	
	

	2
	Knowledge, skills, and experience
	
	

	
	Experience of finance processes/systems preferably Sage 
	(
	

	
	Experience of processing payroll
	(
	

	
	Knowledge and experience of cash/card handling systems
	(
	

	
	Extensive working knowledge of Microsoft Office including Excel
	(
	

	
	Experience of maintaining VAT records

	
	(

	
	Experience of completing bank reconciliations
	(
	

	
	
	
	

	3
	Personal Attributes – Essential
	
	

	
	• Excellent communicator, in writing, on the phone and in person
	(
	

	
	• Team player with good interpersonal skills
	(
	

	
	• Ability to prioritise and work flexibly
	(
	

	
	• Positive attitude 
	(
	

	
	• Ability to maintain confidentiality
	(
	

	
	• Attention to detail
	(
	

	
	• Able to act on one’s initiative
	
	(
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