BASILDON BILLERICAY & WICKFORD

COUNCIL FOR VOLUNTARY SERVICE

JOB DESCRIPTION
TITLE:


Finance Officer
EMPLOYER:
Basildon Billericay & Wickford Council for Voluntary Service (BBWCVS).

LOCATION:


The George Hurd Centre, Audley Way, Basildon, Essex.

JOB PURPOSE:
Ensure the smooth and effective operation of BBWCVS’ financial procedures

REPORTING TO:

BBWCVS Chief Officer
HOURS:


1 Day per week 7 hours
SALARY:


£15-20 per hour PAYE
MAIN AREAS OF RESPONSIBILITY

1. To be responsible for the effective operation of financial procedures.

2. To provide a comprehensive financial reporting service to the Chief Officer and to the trustees

3. To provide a level of finance support to the project teams
MAIN DUTIES AND RESPONSIBILITIES

Financial Administration:

· Keep the filing of financial information up to date & ensure that all financial & tax records are compliant
· Maintaining up-to-date and full records of all receipts and payments including coding and data entry on BBWCVS’ computerised accounting package in accordance with Charity Commission Guidelines and other legal & regulatory requirements

· Pay authorised amounts in a timely manner and in accordance with financial procedures
· Collect income including raising invoices, maximising cash flow, undertaking credit control and debt collection, and banking

· Ensure that petty cash records are properly kept and that petty cash floats are maintained. 

· Produce regular financial reports and management accounts for BBWCVS Trustee Board and Chief Officer as required.

·  Prepare regular project reports as required by the services funders

· Prepare monthly bank reconciliation for all accounts including pay pall and petty cash 

· Prepare & monitor the annual budget, Income & Expenditure Statements, Balance Sheets and cash flow forecasts in conjunction with the Chief Officer & Treasurer

· Produce annual accounts, compliant with all relevant regulatory frameworks and to liaise with the independent examiner as required

· Assist the Chief Officer and other staff as required in the preparation of financial information in respect of funding applications and reports to funders 

· Ensure systems are in place to provide an effective and accessible audit trail for all funding sources

· In conjunction with the Chief Officer ensure that equipment including ICT is purchased as agreed, maintained in working condition and that lease contracts etc are kept up to date.

· Identifying opportunities for service and systems improvement

Payroll

· Process the payroll on a timely basis each month using SAGE Payroll  software for all employees of BBWCVS

· Resolve all payroll queries raised by employees

· Administer the pension scheme 

· Produce year end payroll information for staff and the Inland Revenue

· Ensure full compliance with all statutory requirements and Inland Revenue regulations

Internal

· To attend other relevant internal meetings as required

· Prepare the annual return to the Charity Commission, for approval by the Chief Officer and the Treasurer

· Attend staff meetings

· Attend regular supervision and annual appraisal with the Chief Officer

· To carry out other reasonable tasks consistent with the grading and level of the post

· This job description will be reviewed at the bi-annual appraisal and may be updated by mutual agreement.
Person Specification 

We are seeking to appoint a new Finance Officer to support the finance functions of the organisation and to support the Chief Officer, Trustees and Staff. 
We are looking for someone who has a finance background, ideally within the not for profit sector (NFP). Alternatively, you should be committed to the values and ethos of the voluntary sector.

Experience 

· You should have experience of working as a Finance Office with a similar-sized organisation preferably in the NFP sector (in terms of both income and staffing)

· Experience of providing a payroll service including the administration of Auto Enrolment

· A track record of effective finance report writing to a diverse range of funders

· Educated to A level standard; AAT (or equivalent) an advantage
· Significant, proven experience in a similar function
· First rate customer relationship management skills
· Excellent verbal/written communication and interpersonal skills
· High level of IT literacy, including intermediate/advanced Excel and knowledge of finance systems
· Self-motivated and exceptionally organised; able to multi-task and meet deadlines without comprising accuracy or attention to detail
· Extensive experience of supporting and advising internal and external stakeholders from non-finance backgrounds.

£15-20 per hour PAYE 

Onsite parking is available.



