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Job Description: Finance Officer 
 

Hours of work:  P/T 14 hours per week  

Salary: £22,818 - £26,043 (pro rata) (SJC Scales Point 25 to Point 29) 

Location: Glasgow  

Pension:  Optional group pension scheme based on employer contributions 

of 3.5%-5%, dependent on employee contributions (minimum of 

4.5%), after three months 

Reporting to:  Operations Manager 

Contract:  Permanent 

 

 

Background: 

Established in 1998, Staf (Scottish Throughcare and Aftercare Forum) is a membership organisation 

for all those working with young people leaving care. Staf is a national organisation which 

represents all 32 Local authorities in Scotland and is funded by membership fees, Scottish 

Government and other major charities. At the centre of all our work is the voice of young people 

leaving care and making the change that will allow them to live happy successful lives on their 

own terms. 

 

Main Function:  

The Finance Officer is responsible for managing and ensuring the smooth running of financial 

processes and procedures for Staf.  They will have experience in the third sector and have a 

thorough understanding of charity finance and handling multiple funding streams.  They will 

support the Operations Manager in ensuring that Staf’s governance requirements are met in 

relation to financial matters.  They will be part of the Operations Team and will work with our 

Administrative Officer in ensuring all financial tasks follow the agreed policies and procedures. 

 

Specific Duties: 

1. To ensure that up to date and accurate financial information is maintained and managed 

within Staf financial systems using SAGE Line 50, MS Excel and any other relevant software 

tools. 

2. To enable accurate financial reporting; the production of year end annual accounts and 

monthly management reports and supporting management with the preparation of grant 

funding applications and ongoing monitoring. 

3. To ensure charity financial compliance by submitting accurate financial information to 

HMRC, Companies House and OSCR. 

4. To ensure compliance with good practice and record keeping as per the requirements of 

HMRC, OSCR and other bodies / funding agencies in all areas of financial management of 

the organisation. 

5. To ensure that all financial management systems are in place to provide meaningful, 

accurate and timely information for staff, management and the Board. 
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6. To ensure that all financial checks and monthly bank(s) reconciliation are carried out for Staf 

to ensure proper financial control of the charity.   

7. To ensure the efficient and accurate processing and maintenance of records of all forms eg 

receipts and payments to and from the charity. 

8. To ensure payment and issuing/chasing of invoices and settlement of accounts in an 

efficient and timely manner. 

9. To ensure accurate recording and maintenance of Staf’s accounting system (paper and 

electronic systems). 

10. To develop and monitor budget plans/projections and financial reports to inform the 

development of long term business plans. 

11. To work with the Operations Manager on supplier management ensuring Staf is receiving the 

best deal possible.  

12. To support management with the preparation of reports for the Board and Finance & HR Sub 

Group. 

13. To support management with the preparation and submission of grant funding applications 

and ensure reports are accurate and submitted within timescales. 

14. To support the Operations Manager with reviewing and developing appropriate financial 

management procedures for Staf. 

15. Provide other ad-hoc financial support and other duties as required.  

16. Liaise with our payroll provider, ensuring relevant and accurate information is provided for 

payroll. 

17. Ensure that pension arrangements are in place for employees and administer the NEST 

scheme. 
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Person Specification 

Skills and Abilities Essential Desirable 

1. Ability to use computer packages such as Sage Line 50 and MS 

Office (Word, Excel, Outlook), create/design complex 

spreadsheets/reports and possess good general PC and internet 

skills. 

√  

2. In-depth experience and knowledge of charity finance.  √ 

3. Experience and knowledge of pension schemes.  √ 

4. Experienced in the preparation of accounts and financial 

reporting. 
√  

5. Good understanding of confidentiality. √  

6. Strong attention to detail. √  

7. Excellent written and verbal communication skills. √  

8. Excellent interpersonal skills and ability to work as part of team.  √ 

9. Ability to organise a work plan and keep others timeously 

informed and involved. 
√  

10. Ability to work effectively within a busy environment, prioritise 

workload and manage conflicting requirements and meet 

deadlines. 

√  

11. An understanding of the issues affecting care experienced 

young people. 
 √ 

 

Experience and qualifications 

Financial qualifications and/or experience with at least two - three years’ experience in 

administration and financial management, ideally in a busy environment. 

 


