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JOB DESCRIPTION

Job Title: 

Finance and General Administrative Assistant 

Responsible to: 
Finance Manager 
Hours:


35hrs per week (part time considered)
Salary:


£16,067 pa
Main purpose of the role:
To check, process and record all financial transactions. 
Support the Finance Manager to produce Monthly Management Accounts
To provide administrative support to the Senior Management Team and assist in general office/reception duties
Functional Responsibilities
1. Responsible for raising customer invoices, chasing and controlling outstanding debtors
2. Check, record and accurately process daily receipts and bank accordingly
3. Process, record and maintain petty cash 

4. Accurately record financial transactions in Sage and on spreadsheets  to the appropriate codes and departments

5. Process, record and obtain appropriate authorisation for supplier invoices. Process payments

6. Process, record and obtain appropriate authorisation for credit card payments

7. Process, record any BACS receipts and payments via telephone and on bank statement

8. Report to the Finance Manager any anomalies, unusual transactions, income trends or outstanding debts
9. Review supplier/utility contracts regularly. Obtain best price for supplies 
10. Provide administrative assistant for recruitment processes

11. Provide administrative support to The Board of Trustees, service the meetings 
12. Provide reception cover duties including greeting and looking after visitors and answering incoming telephone calls.
13. Provide general office administration duties as directed by the Finance Manager/SMT
14. Assist in resolving minor hardware and software problems on PCs and laptops, this includes troubleshooting wired and wireless connectivity issues and general hardware / software diagnosis, resolve local printer related problems and liaise with IT providers, Myson pages.

15. Provide support for external room hire clients including taking room bookings, preparation of meeting and conference rooms and assist in arrangements for catering provisions.
16. Provide support to the SMT to ensure compliance with Health & Safety Regulations, GDPR and other regulations

17. Work as part of a wider team and participate in team meetings, development and fundraising activity
Organisational Support & Competencies
	Job Role Core Competencies:

Achieving Results - Anticipates and seeks to solve problems. Understands processes and procedures. 
Takes responsibility for own work and personal development. Being accurate and achieving quality results. 

Effective Communication - Actively listens and adapts message and communication style to appeal to the interest and level of audience. Questions and challenges information in a tactful, diplomatic and sensitive manner.

Championing Age UK - Fully understands Age UK and know your role within the charity. Understand the challenges of people in later life and promoting Age UK products and services. Be willing to share success and be a credible ambassador for Age UK. 

Focusing on The Customer - Ability to identify customers in and out of Age UK and build positive relationships. Listens and acts on customer feedback and strives to provide a positive customer experience. Builds trusting and professional relationships with a diverse customer base and seeks to exceed customer expectation.
Change & Innovation - Generates and shares new ideas and finds creative solutions to current and future work issues. Embraces new change initiatives and adapts to new ways of working. Challenges exiting ways of working and considers pros and cons of new ideas and choose the best option
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