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Part 1:  JOB PROFILE

JOB TITLE:  Finance Officer (Interim)
Fixed Term Contract (6 months), Full-time (35 hours per week)

Probation period of 1 month

1.1 MAIN PURPOSE OF JOB

· To provide key support in overall organisational finance and lead responsibility in ensuring the accuracy and timeliness of financial records

1.2 POSITION IN ORGANISATION

· Reports to the Finance and Operations Manager.

· Liaises closely with other members of the Finance, Administration and Systems Team.

· Co-ordinates closely with Advocacy & Representation, Learning and Training and Membership and Communications Teams. 

1.3 SCOPE OF JOB

· Takes lead responsibility for ensuring accurate and timely processing of all financial documents and information

· Takes lead responsibility for all cash handling and disbursement within the Secretariat 

· Assists the Finance and Operations Manager in ensuring that Bond financial policies and procedures are implemented. 

1.4 DIMENSIONS AND LIMITS OF AUTHORITY

· Responsible to the Finance and Operations Manager for financial and support services within the Secretariat
Part 2:  DUTIES AND KEY RESPONSIBILITIES

Full time 35 hours a week 

JOB TITLE:  Finance Officer
2.1
Finance









2.1.1
Financial processing: 





40%
· Lead responsibility for the entry and supervision of Sales and Purchase ledger transactions;

· Lead responsibility for payment processing, liaising with Bond’s bankers as and when necessary;

· Lead responsibility in ensuring that cheques and other receipt documentation received is held securely;

· Lead responsibility for processing staff expense claims and Bond company credit card transactions

· Documenting financial procedures as and when required.

· Lead responsibility for credit control and liaison with Bond’s customers on outstanding payments

2.1.2
Financial accounting:





20%

· Creditor and debtor control;

· Preparation and entry of Nominal ledger journals;

· Preparation of monthly bank reconciliation; including revaluation of foreign currency accounts

· Preparation of monthly control codes reconciliation;

· Lead responsibility for petty cash disbursement and reconciliation (sterling and currency);

· Supporting the Finance and Operations Manager in the preparation of monthly, quarterly and annual accounts;

· Preparation of cash-flow statements;

· Supporting the Finance and Operations Manager in the preparation of project financial reporting.

· Supporting the Business Development and Fundraising Coordinator in the preparation of finance elements and budgets for funding applications.

___________________________________________________________________

2.2
Management accounting:




15%
· Downloading of monthly management accounts reports to Excel;

· Verification analysis for coding errors;

· Supporting the Finance and Operations Manager in the preparation of variance analysis reports;

· Supporting the Finance and Operations Manager in the preparation of budgets for teams, projects and the Secretariat.
______
_____________________________________________________________

2.3 Payroll







10%
· Preparation of the monthly payroll notification and the payroll journal;

· Lead responsibility for liaison with Bond’s external payroll service

· Preparation of monthly pay schedules and processing payroll for starters and leavers

· Lead responsibility for liaison with Bond’s pension provider
· Support Finance and Operations Manager and external payroll service in preparation of annual payroll returns and reconciliations

2.4 Administration






10%
· Administration of Bond’s bank accounts and credit card arrangements (e.g. bank mandate changes etc)

· Supporting Finance and Operations Manger in maintenance and periodic renewal of office services (e.g. insurances, office lease and service agreements)

· Liaison with Bond’s suppliers as required

· Supporting Finance and Operations Manger in management of Bond’s facilities and office space

· Supporting Finance and Operations Manger in Company Secretary functions i.e. submission of statutory returns, update of company details, preparation for and keeping of Board meeting agendas and papers, etc
2.5 General







5%

· As a member of the Bond staff team, to play a full part in planning, monitoring, evaluating and ensuring the effectiveness of Bond’s work;

· All Secretariat staff are self-servicing within established administrative systems;

· Any other task which may reasonably be requested to be undertaken by the post-holder.

Other

· Working with Auditors

Finance Officer
PERSON SPECIFICATION

The criteria below are the minimum necessary for effective performance in the post.  The applicant must demonstrate how they meet or could meet each of them through the application form and, when necessary, through job specific tasks and at interview.  Experience may come from paid and/or unpaid work.

KNOWLEDGE

Essential

· Good understanding of computerised accounting systems 

Desirable

· Understanding and appreciation of the nature of the voluntary sector in the UK and internationally
· Advanced Excel skills including ODBC linked reporting
EXPERIENCE

Essential

· Experience of using financial packages and spreadsheets

· Experience of budgeting and producing variance analysis reports

· Experience of monthly payroll preparation and processing

· Experience of sales and purchase processing

· Experience of working to trial balance

· Experience of the co-ordination and maintenance of office systems

· Experience of cash handling in sterling and foreign currency

Desirable

· Experience of writing procedure notes

· Experience of working beyond trial balance

· Experience of producing cash flow statements

· Experience of producing funder reports

· Experience of using e-payment applications

· Experience of working in small to medium organisations

___________________________________________________________

ABILITIES & APTITUDES

· High levels of numeracy

· Ability to explain financial information clearly to non-accountancy staff and to communicate orally and in writing with a wide range of contacts

· Good time management skills and the ability to prioritise conflicting demands within a busy schedule

· Excellent administrative, organisational skills and IT skills

· Ability to make sound judgements about when to act on own initiative and when to refer or delegate

· Good interpersonal skills

· Ability to work effectively in a small team

· Ability to manage own workload and work with minimal supervision
