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JOB DESCRIPTION

FINANCE / ADMIN WORKER
Hours:


22 hours per week (Flexible)
Salary: 

NJC Scale 5 pt. 19-20 - £18,746 - £19,430 per annum (FTE)
Leave:


25 days + Bank holidays




Managed by:

CEO
Relationship with:
The Treasurer

Accountable to:
The Board of Trustees
Job scope and purpose

Working in conjunction with the CEO to provide finance and admin support and stability to the Company. The post holder will ensure that the financial affairs of the organisation are managed in an efficient and proper manner. The work will involve close liaison with the CEO and the Treasurer, in establishing, maintaining and reviewing admin and finance systems. In addition to having sound administrative skills the post holder will need to be familiar in the following areas of finance: Sage payroll, bookkeeping, credit control, HMRC returns and liaison with accountant and funding bodies. 

Duties:

1. The upkeep of current finance management systems 

2. Deal with invoices, expense claims and payments.
3. Control petty cash, 

4. Monitor and develop control systems for income streams such as Housing Benefit payments and other grants.

5. Monitor cash flow, analyse bank payments and receipts, prepare monthly bank reconciliations and finance reports for the Board of Directors.

6. Ensure that cash receipts are banked on a regular basis.

7. Prepare budgets and costings to support funding applications

8. Set up new record systems and report to external funding bodies as required.

9. Be responsible for all aspects of payroll and bookkeeping

10. Adhere to all requirements as defined by Company, Charity and Taxation law.

11. Provide administrative support to the CEO

12. Manage room booking system at our Hen Lane office 

13. Adhere to all policies and procedures within the staff handbook.

14. Attend staff meetings, training and other events as requested.

15. Minute take at meetings as requested.

16. Attend regular supervision with the CEO.

17. Work for the benefit of Coventry Haven contribute to the development of service delivery and strive to develop and maintain positive working relationships with all colleagues.

18. Undertake any other duties as necessary that are commensurate to the grade and purpose of the job.

FINANCE OFFICER 
PERSON SPECIFICATION

Experience of:





Essential/desirable

Working in the voluntary sector




D

Collating and interpreting financial information,

Providing both written and verbal reports



E
Payroll administration






E
Preparation and monitoring budgets




E

Bookkeeping







E

Knowledge and understanding:

Of payroll administration





E
The issues for a not for profit small organisation


E

The changing demands of external funding bodies


E

Of the issues facing women and children fleeing

from domestic violence





D

The issues for a voluntary Board of Directors


D

Charity and Company law regarding financial control

D
Skills: 

In administration and record keeping



E


Report writing







E
Minute taking







E
Translating complex information




E
In use of computer packages, Sage, Word, Excel 


E
Systems development






D
Abilities:

To work alone and within a multi disciplinary team


E

To organise and prioritise work




E

To work under pressure and meet deadlines



E
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