[image: image1.jpg]e




Job Description

Finance Officer
Job Title:

Finance Officer
Employer:
Board of Directors, Midlothian Young Peoples Advice Service

Responsible for:
Administrator
Responsible to:
MYPAS Chief Executive
Salary:
£23,042 (salary scale point 22) pro-rata
Hours:
20 per week
Leave:
25 days annual leave + 11 public holidays (pro-rata), to be worked flexibly to suit the needs of the service

Place of work:
The administrative base is in Dalkeith. Travel throughout Midlothian and East Lothian, including operating from other venues, may be required.

Special conditions:

The contract will initially run until 31st October 2021 (continuation dependent on funding)
You must be willing to travel across Midlothian and East Lothian if required
MYPAS will contribute 6% to the MYPAS nominated pension scheme

The job will be initially on a 3 month probation period. This probation may be extended.

Job Purpose: The main aims of this post are to:
Handle all accounting processes, including payments, cashbook, bank reconciliation, trial balance and extracting monthly management reports and Accounts.  Oversee the office functions of the organisation including Building Management and provide support to the Chief Executive regarding personnel and administrative functions. 

MAIN TASKS

Financial Duties

Carry out basic finance functions including the posting of data and bank reconciliations.

Take a lead role in the operational finances of the organisation including budgeting, forecasting, monitoring and financial reporting.
Process purchase invoices. Prepare payments to be made by various methods including cheque and electronic transfer. 
Oversee the payment of salaries, pensions, tax and national insurance including liaising with the Inland Revenue, SCVO Payroll Department and other agencies.
Oversee the petty cash system for staff and volunteer expenses and operate and reconcile a petty cash float for staff
Oversee the organisation’s banking arrangements including the deposit and withdrawal of cash and cheques; to act as a counter signatory on organisation cheques.
Assist the organisation’s auditors with the preparation of the annual accounts. 
Prepare reports for the Chief Executive and advise on all financial matters

Participate in the development of funding applications for the continuance of MYPAS services and liaise with external agencies

Liaise with funding bodies regarding grant payments.

Assist with and attend Board meetings in relation to financial reporting and/or support to the Treasurer.
Lead reviews of the organisation’s accounting system and software and lead the implementation of new software and changes to processes
Oversee ordering of supplies, training and project materials

Building Management and Support

Lead on negotiations with suppliers regarding project development, producing proposals where necessary (for example IT suppliers)
Provides minor technology support, including troubleshooting and acting as the liaison with vendors and information technology consultants for IT, phone and office equipment.

Liaises with suppliers when necessary to discuss order requirements or to report office maintenance issues.

Monitor stock control of stationery requirements, prepare order forms and check invoices
Assist in ordering and purchasing resources

Oversee and be responsible for undertaking regular checks of the fire alarm system

Ensure that the office environs are safe, and to contribute to the maintenance of health and safety standards within the organisation as a whole

Personnel and Administrative Duties

Line manage Administrator post including to oversee workload and provide support and supervision

Provide administrative support for the management team, including timely preparation of agenda and minutes for meetings

Source suitable suppliers with the aim of achieving the best value for money and performance of the organisation
Updates website and social media accounts with information provided by Manager.

Carry out basic personnel functions including the processing of timesheets and sickness records, recruitment arrangements and staff notices.

Maintain annual leave records and personnel files for staff.

Oversee pension fund arrangements for staff.

Ensure that the organisation’s insurance cover is up to date.

Provide, where possible, reception cover, including dealing with telephone enquiries, as required.

Other Duties
Attend Team Meetings, staff training events and other meetings as required.
Attend supervision meetings.
Adhere to MYPAS’ confidentiality policy regarding information about young people accessing the service

Adopt an approach which challenges one’s own and others attitudes, assumptions and behaviours that discriminate, prevent participation and foster disadvantage. 
Perform such agreed duties which may be reasonably required.
Person Specification

Finance Officer
Essential:

There is no specific qualification required, however the post holder will be expected to be educated to a good level, up to standard grade or equivalent.

A qualification of the direct relevance to the post such as a HND in accountancy will be seen as an advantage.

Excellent team working skills with evidence of ability to work using own initiative

Time management skills and able to prioritise personal workload

Experience of book-keeping and working within a busy office environment
Proficient in using IT including experience of using Word, Excel and Access databases. 

Confident user of TAS/SAGE systems

Experience of processing invoices

Experience of assisting the management of payroll systems

Experience of developing and maintaining office systems

Experience of operating personnel procedures such as annual leave and sickness absence

Experience of operating staff pension schemes including auto-enrolment
Excellent numeracy and organisational skills
Ability to produce clear and accurate reports and proposals 

Ability to work flexibly and to deadlines
Ability to deal sympathetically with enquiries from young people, including enquiries of a personal or health nature. 

Knowledge of health and safety issues 
Desirable:

Experience of working in the voluntary sector and with a Board of Directors
Appreciation of issues that impact on the lives of young people

Knowledge of charity accounts   
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