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Job Description: 
 

Post Title:  Finance Officer 
Salary:  £19,500 pa F/T (pro-rata P/T - £11,700)   
Hours of work: 22.5 Hours per week 
Responsible to:  Charity Manager 

 
Job Context 
 

To support the Charity Manager and Board of Trustees in delivering efficient financial 
management and to be responsible for the management of accounting functions, payroll, 
budgeting, year-end accounts, monitoring and preparing reports to funders. 

 
Main Duties and Responsibilities: 
 

1. Undertake the day-to-day input of transactions onto the accounting system and the 
maintenance of financial records including the inputting and completion of postings to meet 
the month end timetable 

2. To be responsible for banking to the schedules of cash/cheques received. Review and 
reconcile petty cash reimbursements 

3. Ensure that all nominal ledger control accounts are reconciled monthly, follow up and 
investigate any queries or differences and authorise any resulting journal entries 

4. Prepare and present management accounts for presentation to the Charity Manager on a 
monthly basis and to the Trustees at their board meetings 

5. Be responsible for all procurement and utilities negotiations for the Charity in accordance 
with set policies and procedures whilst maintaining best value at all times 

6. Maintain and update the assets register and inventory lists to ensure all insurance policies 
are accurate and up-to-date 

7. Prepare audit schedules as necessary in conjunction with the Charity Manager and liaise 
with the auditors during the annual audit as required in order to prepare the statutory 
accounts 

8. Contribute to the continuous process of reviewing and updating the Charity’s financial 
systems and procedures and providing an internal audit function 

9. Create and maintain an up-to-date financial procedures manual 
10. Research and monitor current legislation on Charity accounting, PAYE, Pensions, matters 

to ensure compliance 
11. Review monthly management accounts and quarterly projections to year end with the 

Charity Manager and ascertain reasons for variances; and make amendments as required 
12. Act as the payroll manager and manage the processing of payroll, reconciling all salary-

related control accounts on a monthly basis and maintain all payroll records and supporting 
documentation 

13. To research the Charity’s potential retail opportunities and manage investment products 
14. Maintain and record a range of qualitative and quantitative monitoring information for 

funders’ returns and various internal purposes. Information will be accurately collated using 
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databases, spreadsheets and other means on a monthly basis, reporting outcomes to the 
Charity Manager 

15. To represent the Charity at various meetings with funders as directed by the Charity 
Manager 

16. Prepare Gift Aid submissions, grant claims and financial reports in conjunction with the 
Charity Manager ensuring that progress reports reflect outputs in line with project plans and 
expenditure schedules 

17. Ensure that claims and reports are submitted according to the deadlines set by funders 
whilst corresponding with funders to address any queries that arise 

 
Responsibility for Resources: 

 
1. The post holder will be required to ensure that any data systems under their control are 

kept secure and properly managed. 
 
Working Conditions and Environment: 
 
1. The post is situated within Helen Webb House. However you may be required to work from 

other sites and places within the Charity where your professional attendance is required.  
2. The post holder may be required on occasion to work outside normal working hours to 

attend meetings or other occasions when your professional attendance is required. 
 
Additional Requirements: 
 
1. This job description outlines the main duties of the post but does not exclude other duties, 

which may be undertaken to ensure the efficient operation of the Charity. Other duties 
required will be consistent with those listed above and appropriate to the title and grade of 
the post. 

2. Ensure the equality of opportunity for all people, in service provision and in employment, 
and to work in a non discriminatory manner and in accordance with the Charity’s equal 
Opportunities Statement prevailing from time to time. 

3. Comply with the provisions of the Data Protection Act 2018 (GDPR), the Computer Misuse 
Act 1990, Human Rights Act 1998 the Freedom of Information Act 2000, Equality Act 2010 
or any amendment or any statutory re-enactment thereof at all times. 

4. To take all necessary steps in order to ensure that information acquired through their 
employment or contained within the Charity is kept confidential. 

5. This job description is a record as set out at the date below. Any changes to the job 
description will be carried out in consultation with the post holder, who will be expected to 
participate fully in such discussions. It is the Charity’s aim to reach a mutual agreement to 
reasonable changes but if it is not possible the Charity reserves the right to implement 
reasonable changes to the job description after consultation with the post holder. 

6. Carry out all duties outlined above in accordance with all the Charity policies and 
procedures. 
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7. To carry out any additional duties (as and when required) outside of the post holders duties 
and to assist the Charity in the operation and promotion of its business. 

 
I have read and accept the above: 
 
Name:            
 
Signature:       Date:      


