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ROLE DESCRIPTION 
	Job Title:
	Finance Officer


	Current Division Name:
	Financial Operations


	Current Department Name:
	Finance


	Current Location:
	Blend of office (Edinburgh-based) and home working



	Geographical Focus of Role


	Scotland-wide

	Contractual Status of Role:

Permanent or fixed term


	Fixed term to 24th Dec 2020 
Full time – 35 hours, Mon - Fri

	Job Title of Line Manager:
	Finance Manager


	Salary: 


	£22,000 pa 

	Job Titles and number of any direct reports:
	None

	Job Purpose:
	To provide efficient and effective financial reporting and business support services for Age Scotland (Charity) and all its trading subsidiaries.
Support the day to day financial operations and ensure effective practices and procedures are in place.



	Main Responsibilities/Deliverables:

Including:  


	Management Accounting 

· Update fixed assets register & post depreciation

· Calculation and processing of provisions and journals for management accounts

Bookkeeping Tasks:

Purchases & Payments

· Ensure that supplier invoices are processed, checking that these have been coded and approved before entry, raising cheques and creating remittance advices

· Ensuring compliance with appropriate VAT Legislation 

· Monitoring and managing the aged creditors list
· Raising payments (BACS/Cheques) for non-ledger items as required

· Make payments of all authorised invoices by BACS or cheque

· Raise all invoices and requests for payment; chase outstanding invoices

· Resolve all supplier enquiries

· Receive all receipts and ensure payments are appropriately allocated

· Create appropriate book keeping entries, create accruals where necessary

· Processing staff and volunteer expenses in accordance with procedures

Sales and Income

· Maintain the sales ledger, raising sales invoices when required, recording income received both for the sales ledger and non-ledger items 

· Banking of income

· Credit control and dealing with supplier and customer enquiries

· Preparation of monthly and Quarterly Vat Returns under partial exemption rules

Bank

· Monitor the bank accounts via Internet Banking and reconcile the accounts on a monthly basis

Petty Cash

· Maintain petty cash and post transactions

· Monthly reconciliations

Reporting

· Maintain the report layouts as required and create new reports if necessary 

· Assist staff in extracting the information they need

· Providing financial support and advice to stakeholders and colleagues to deliver their department Operating Plan.  

Review

· To analyse expenditure against budget, investigating and documenting any significant variances.

· Regular checking and reconciliation of the main Balance Sheet Control Accounts (PAYE, Pensions, Net Wages, etc.)

Monthly Payroll Tasks 

· Preparation and posting of the payroll journal to the nominal

· Preparation of pension schedules for submission

· Review and reallocation of staff expenses

This is not an exhaustive list of all possible duties and will be reviewed at regular intervals. 



	Quantitative Aspects of Role:
	· Production of required reports and returns to set deadlines

· Production of ad hoc information and analysis as required




PERSON SPECIFICATION
	ESSENTIAL
	DESIRABLE

	

	Experience:

	· Minimum of 4 years’ experience working within a finance team

· Sage 200 and MS Office Suite (advanced Excel)

· Experience of Payroll
	· Social enterprise and management experience

· Raisers Edge experience



	

	Knowledge:

	· Sound financial accounting knowledge

· Comprehensive understanding of charity accounting practise

· Good working knowledge of all aspects of payroll.

	· Knowledge of gift aid claims and administration

	

	Skills:

	· Excellent communication skills and an engaging personality

· Ability to produce management accounts from Sage 200 and Excel

· Ability to report at a senior level

· Data analysis and interpretation

· Writing reports and procedures

· Presentation skills

· Ability to recognise and meet financial deadlines

· Strong planning and organisational skills

· Working knowledge of Sage 200

· Advanced Excel user

· Self-motivated


	

	

	Qualifications:
	Qualified by experience.

	

	Additional Requirements:

	· Excellent attention to detail

· Ability to communicate with and support non-financial colleagues

· Ability to plan and prioritise workload

· Flexible approach with an ability to meet deadlines

· Excellent organisational skills

· Willingness to work from the Edinburgh office when required.
· Commitment to equal opportunities

· Commitment to working with and supporting volunteers

· A good team player willing to work in a small team

Employees are expected to undertake any and all other reasonable and related tasks allocated by their Line Manager.
	· Experience of working within a charity is advantageous but not essential
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