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JOB DESCRIPTION

Post:




Admin and Finance Officer 
Responsible to:


Home Help Team Leader
Key Relationships:
Other staff working in Age UK Wigan Borough, particularly Home Helpers; customers in the Home Help service
Salary:



£8.45 per hour
Hours of work:


10 hours per week (Monday and Tuesday)
Note:
This job is subject to Disclosure & Barring Service (DBS) disclosure procedures
Purpose of this Post

To fulfil a range of office duties designed to support the delivery of the Home Help service
Key Duties & Responsibilities

1. To maintain up-to-date customer records and on-line files.
2. To ensure time sheets are received each week, carry out initial checks, calculate travel time and prepare summary sheets, including totalling of hours, holiday due etc.

3. To accurately record and update individual customer payments on excel to produce month end reports.

4. To assist with the calculation of charges to customers, preparing invoices and monthly direct debit notification letters and following up on outstanding payments.

5. To ensure that there is a ready supply of forms, packs and uniforms available to staff and to order additional items when required.

6. To support the Home Help Team Leader in responding to any enquiries, including taking telephone calls from Home Help staff and customers.

7. To work flexibly and to cover during Team Leader absences.

8. To support the organisation to fulfil its responsibilities under Health and Safety.  You may be asked to take on roles such as First Aider, Health and Safety representative or Fire Marshall for which appropriate training will be given.

9. To support students on placements.  This may include having students that shadow your work or performing a supervisory role.  Appropriate training will be given.

10. To participate in Age UK Wigan Borough promotional events as required.

11. To work within all the guidelines, policies and procedures as set out by Age UK Wigan Borough.
12. To attend Induction, Training and any Staff Meetings as and when required.
13. To carry out any other duties as may be requested which are consistent with the duties and responsibilities of the post.
AGE UK WIGAN BOROUGH

PERSON SPECIFICATION – Admin and Finance Officer
BASED AT Age UK Wigan Borough
Please ensure that you show how you meet each of the following requirements 
when completing your application form.

	
	ESSENTIAL
	EVIDENCE

	         Knowledge and Experience 

	1.
	An understanding of and empathy with the needs of older people
	Application form

Interview

	2.
	An understanding of and commitment to customer confidentiality

	Application form Interview

	          Skills

	1.
	The ability to use computers and common office software applications, in particular Microsoft Word, Outlook, Excel and Dropbox           
	Application form

Test

	2.
	The ability to deliver the service in a varied and possibly challenging setting and remain calm under pressure
	Application form Interview

	3.
	The ability to manage the unforeseen; to handle problems in a confident manner and offer reassurance to both customers and staff
	Application form Interview
Test

	4. 
	Excellent communication skills, including a good telephone manner, particularly with older people
	Application form Interview

	General



	1.
	Demonstration of the Age UK Wigan Borough PRIDE values: Person-centred, Respectful, Innovative, Dynamic, Empowering
	Application form Interview

	2.
	Willingness to complete all mandatory training and to undertake on-going training as required
	Application form Interview

	3.
	Enthusiastic and outgoing and able to contribute ideas to this growing service
	Application form Interview

	4.
	Confident in taking on additional responsibilities in managing a team, in the absence of the Team Leader
	Application form Interview

	5.
	Have a flexible approach to working hours, within reasonable limits
	Application form Interview
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