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Job Description

Job Title:



Finance Officer

Salary:




£TBC
Working Week:
10-12 hours per week to suit
Postholder‘s immediate supervisor:
Project Co-ordinator 

General Description of Post:

To provide financial support to the organization and support the administration of the Directors’ meetings. 

Principle duties and responsibilities:

To set up and manage appropriate finance systems 
To administer income and expenditure and manage financial records

To provide financial reports and cash flow projections

To liaise with funding bodies and provide information as needed to external bodies such as the Inland Revenue, Charity Commission and Companies House

To service meetings of the STAA Management Committee, and the AGM

To attend supervision and team meetings as required, and contribute to monthly written reports to the STAA Management Committee.

To adhere to STAA’s financial and other procedures, maintaining specific administration systems where necessary and ensuring spending is within the agreed budget. 

To carry out any other tasks which may be reasonably regarded as falling within the work requirements of the role, and work collaboratively with other members of the worker team.

To attend any training appropriate to support the development of the role.

In carrying out the responsibilities described in this job description the Finance Worker will be expected to demonstrate commitment to equal opportunities approaches towards all site users, the members and staff of STAA, and any trainees and volunteers.

* Please note: occasional weekend or evening work will be required.

Staff supervised by the postholder:
None
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Person Specification

	Criteria
	Requirement
	Selection Method

	Knowledge
	Understanding of legal aspects of company administration (eg. Company House, Charity Commission requirements)
	AI



	Skills/Abilities

Interpersonal
	Able to work on own initiative and as part of a team.

Ability to organise and prioritise work on own initiative within agreed work programme.

Effective communication skills.
Able to work as member of small office team.
	AI



	Skills/Abilities

Other
	Ability to use Microsoft Word.  Competent use of  Excel is essential. 
Competent and experienced in managing VAT essential.

Ability to keep accounts and records accurately and produce financial reports, for both individual funders and the company as a whole
 An understanding of the use of Outlook, Internet Explorer (or equivalent computer software packages). .

Ability to monitor and manage an office computer system (with technical back-up)
	AI



	Experience
	Experience of setting up and operating financial procedures.
Experience in managing high volume cash and cheque transactions.
Experience in minute taking at formal meetings
	AI



	Equal Opportunities
	Experience and commitment to putting equal opportunities into practice.
	AI



	Flexibility
	The ability and willingness to work outside normal office hours as required.
	I


 A = Application                        I = Interview                
