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JOB DESCRIPTION

Job title:

Administration and Finance Assistant
Accountable to: 
Finance Manager
Job Purpose:
To support effective operations by undertaking a range of day to day administrative and financial duties.
Hours: 
20 hours
Main Duties and Responsibilities of this post:  
· Proving administrative, HR, and governance support to the management team.
· Supporting and implementing administration systems to support day to day operations.

· Supporting the Finance Manager in day-to-day finance tasks.
Key Tasks
1. Maintaining and updating HR records including, employee terms & conditions, DBS checks, employee personnel data, ID Badges.

2. Supporting the management team with recruitment duties.

3. Monitoring and allocation of annual leave requests including annual calculations.
4. Maintaining a log of Centre policies and procedure and informing the management date when policies are due for review.
5. Maintaining and ensuring volunteer records are kept up to date.
6. Minute taking at staff, team and other internal or external meetings as and when required.
7. Purchasing stationery and equipment for the charity from recommended suppliers and sourcing new suppliers where appropriate.
8. Maintaining records for office equipment and services, and where required, liaise with new and existing service providers and suppliers to ensure the charity is always getting the best value for money.
9. Responsible for day-to-day building issues and office risk assessments.
10. Collating payroll information for the Finance Manager, including timesheets, expenses and mileage.
11. Processing purchase and sales invoices using Sage 50 Accounts software.
12. Preparing rooms for events/ activities and supporting with the planning of external events.
13. Providing administrative and secretarial support to the management team.

14. Providing administrative support to the wider staff team as directed by the Service Managers.

15. General administrative duties including sharing responsibility for answering the door, answering the telephone, taking messages and preparation for events and activities.
Staffing
· To attend and participate in regular supervision in accordance with organisational policy and procedures.
· To identify own training needs through supervision.
· To attend appropriate training and provide formal feedback to other staff.
· To attend and participate in annual appraisals and agree annual objectives.
· To identify and participate in personal development opportunities.

Quality Assurance
· To work to agreed explicit service standards as determined by Finance Manager
· To work to agreed targets as set by the Chief Executive.

· To assist in the monitoring and maintenance of agreed administration and financial standards as directed by the Finance Manager.
Person Specification 
	CRITERIA
	ESSENTIAL
	DESIRABLE 
	HOW ASSESSED

	Education / Training

	Educated to A Level or equivalent 
	
	(
	Application form

	NVQ Level 3 Business and Administration qualification 
	
	(
	Application form

	Experience & Knowledge

	At least two years’ experience working within a busy office environment
	(
	
	Application form /Interview



	Experience of using computerised accounts software (preferably Sage 50 Accounts)
	
	(
	Application form /Interview



	Experience of processing payroll (preferably using Sage Payroll)
	
	(
	Application form/Interview

	Minute taking and meeting preparation
	
	(
	

	Knowledge of and a strong commitment to equality and diversity.


	(
	
	

	Knowledge and understanding of the voluntary and community sector.


	
	(
	

	Skills





	Strong literacy & numeracy skills
	(
	
	Application form /Interview

	Ability to work with minimal supervision, self-motivated and able to problem-solve.
	(
	
	Application form /Interview

	Highly organised with the ability to implement and keep comprehensive accurate records and attention to detail.
	(
	
	Application form /Interview 

	Ability to work to agreed targets and deadlines, including prioritising, organising, and managing own workload.
	(
	
	Application form /Interview

	Keen to learn and develop new skills, take on new challenges and willingness to participate in relevant training and development.
	(
	
	Application form /Interview

	Commitment to providing a quality service and a strong commitment to team working.
	(
	
	Application form /Interview

	Excellent all-round communication skills with the ability to develop and maintain constructive relationships with a wide range of people and services.
	(
	
	Application form /Interview

	Excellent IT skills with particular emphasis on Microsoft packages and Sage accounting software.
	(
	
	Application form /Interview

	Ability to work within professional boundaries and respect and adhere to confidentiality guidelines across all aspects of the work.
	(
	
	Application form /Interview

	Professional, enthusiastic, self-motivated, flexible, and reliable.


	(
	
	Application form /Interview

	Other

	Ability to work flexibly to meet the needs of the service 
	(
	
	Application form /Interview 

	Value Base

	Approachable – is caring and compassionate
	(
	
	Interview

	Empathetic – able to listen and understanding a carers individual journey
	(
	
	Interview

	Responsive – able to listen to carers needs and deliver individualised support
	(
	
	Interview



