
 

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

Dear Applicant  
 
FINANCE & CORPORATE SERVICES OFFICER 
 
Thank you for your interest in the above position. I have enclosed a copy of our Application 
Pack which includes:  
 
• Job Description  
• Person Specification  
• Summary of Conditions of Service  
• Statement of Equalities and Diversity (a full copy of our policy is available on request) 
• Background summary information on SHARE. 
 
Please consider the Job Specification carefully before applying for this role. If you would like to 
have an information chat about the role please contact Mary McLuskey on 0748 486 8606. 
 
A customised application letter and CV should be sent to us by email to 
mmcluskey@share.org.uk  
 
The closing date for applications is: Monday 21st June 2021, 12 noon. 
 
Interviews will take place on: Thursday 30th June 2021.  
 
If you are chosen for interview we will contact you by 25th June 2021. If you do not hear from 
us by then, you have been unsuccessful.  
 
Please note that we will only give feedback to applicants who have been shortlisted for an 
interview. Further information about us can be found on https://www.share.org.uk/ 
Yours sincerely 

 
Mary S McLuskey 
Director  
 

 

Saracen House 
139 Saracen Street 

Glasgow 
G22 5AZ 

 
0141 370 6877 

Email - info@share.org.uk  
 
 

mailto:mmcluskey@share.org.uk
https://www.share.org.uk/
mailto:info@share.org.uk


 
                             

 
JOB SPECIFICATION 

 
 
Job Title:   Finance & Corporate Services Officer 
Skill Group:   Corporate  
Location:   Glasgow and Remote 
Reporting to:   Director 
Hours:    35 
Salary:   £31,458.16 to £34,523.16 (starting at the bottom of the scale) 
Contract type:   23-month contract with a possible extension 
 

 
 
Role Specification 
 
Main purpose of the role: 
 
In this role you will work with the Director as a key member of the corporate team and working 
together with your colleagues in the development of Training and Development, Events & 
Marketing and Corporate Services.  Working alongside your peers, you will undertake a broad 
role across the accounting function to ensure that delivery of SHARE’s accounting 
commitments are met. 
 
You will have at least 3 years’ experience in an accounting role where you demonstrate the 
ability to prepare accounts to review stage.   You will be required to provide monthly 
management accounts, reconcile banking, raise invoices and manage bad debtors. You will 
work with senior managers to produce budgets and track all financial transactions across a 
variety of business areas. Part of the role will be to manage the annual audit and liaise with the 
Auditor to ensure a smooth process. 
 
You will have excellent communication skills and the ability to build strong working relations 
both within SHARE and externally where required.    Self-motivated and able to work to tight 
deadlines, you will have excellent interpersonal, presentation and organisational skills together 
with an ability to understand and respond promptly to clients’ needs. 
 
 
Main Responsibilities: 
 

- To assist SHARE’s business units in providing an efficient and effective service to 
clients, including generation of invoices and reconciliation of payments. 

- To work at a senior level as part of a professional team servicing a broad ranging 
portfolio of accounting activities. 

- To prepare limited company and charity accounts using various accounting software 
programmes, including cloud packages. 

- To undertake business unit engagements where so directed ensuring quality and 
accuracy. 

- Responsible for payroll 
 



 
                             

Additional Responsibilities: 
 

- Ensure that technical skills are maintained at all times at the relevant level via 
professional or internal training. 

- Demonstrate capability and aptitude in accounting to ensure workloads are manageable 
and work is accurately completed on time. 

- Keep managers adequately informed of progress on the accounting function. 
- Ensure completion of relevant file schedules including budget variances. 
- Ensure all relevant deadlines are met. 
- Liaise closely with other members of staff in different business areas to ensure work 

assigned within is completed in accordance with the financial schedule. 
 
This list is not exhaustive and we reserve the right to vary and amend these in line with your 
development, progression and/or other business-related purposes. 
 
 
Measures of Effectiveness in the Role: 
 

- Consistently brings work to successful conclusions, meeting agreed deadlines within 
time budgets and maintaining good staff and client relations. 

- Provides consistently accurate work, whilst observing the timelines and workload 
assigned. 

- Has respect of colleagues and confidence of clients, managers and partners. 

- Shows an active interest in the accounting function and the desire to continuously 
develop in the role. 

- Ensures, where appropriate, concurrent assignments are completed, and demonstrates 
effective time management and priority setting. 

 
Personal Specification 
 
Experience: 

- Minimum of 3 years’ experience in an accounting role (E) 

- Additional experience in areas such as company secretarial, corporate governance 
would be desirable but not essential as training will be provided (D) 

- Experience of working in a team and working in partnership across business teams (E) 

- Ability to think laterally and imaginatively to seek to enhance the service provided to 
clients (D) 

- Experience of payroll processing 

- Proven ability to adapt quickly to changing deadlines and priorities (E) 

- Knowledge of accounting packages such as Iris, Quickbooks Online, Xero and Sage (E) 

- Knowledge of CRM systems (E) 

- Knowledge of RBS Mentor 

- Knowledge of IT systems   
 
 
Personal Attributes: 

- Strong organisation skills 

- Good problem-solving skills 

- Excellent communication skills 

- Ability to work efficiently and proactively to recognise work scheduling and deadlines 

- Attention to detail 



 
                             

- Ability to work on own initiative 

- Proactive in identifying practical solutions to internal and client issues 

- Able to prioritise work and work to tight deadlines 

- Be highly confidential and professional 

- Able to work from home as required 
 



 
                             

 
 
 
Equalities and Diversity 
 
1. Introduction 
 
SHARE recognises that as an employer and a provider of training and development services it 
has a legal obligation to promote and practice the concepts of equality, diversity and inclusion. 
 
2. Why have a policy? 
 
Unfair treatment is morally wrong, unlawful and bad business practice.  This policy is about 
making sure that equality principles in the 2010 Equalities Act are reflected in every aspect of 
what SHARE does.  SHARE not only wish to meet our legal obligations in terms of the 
protected characteristics but go beyond this by promoting best practice in the employment of 
staff and the delivery of services both by SHARE staff and any associates acting on SHARE’s 
behalf. 
 
3. Policy Statement 
 
SHARE believes that everyone has a right to be treated with dignity and respect. This applies 
not only to our workforce, but also in the way in which we deliver our services to our members, 
non-members and any other delegates. SHARE aims to eradicate unfair and discriminatory 
practices, direct or indirect, however and whenever they occur. 
 
To achieve this SHARE is committed to eliminating unfair discrimination, harassment and 
victimisation on the grounds of, age, disability, gender reassignment, marriage and civil 
partnership, maternity and pregnancy, race, religion and belief, sex and sexual orientation or 
any other ground not relevant to good employment practice. 
 



 
                             

 
 
 
About SHARE 
 
SHARE is the learning and development organisation for Scotland’s social housing 
sector. 
 
Through a combination of accredited courses, training, events and organisational 
development, we help to ensure that staff and Committee/Board members: 
 

• have the necessary knowledge and skills to deliver quality services; 
• carry out the critical oversight of the business; and 
• are equipped to tackle the challenges facing the social housing sector both now and in 

the future. 
 

A long-standing, highly-respected learning and development organisation, we have a great 
reputation and an excellent track record for delivering credible, effective learning options – 
what you want, when you want it! 
 
Established in 1985 by a handful of staff and committee members from housing associations in 
the Glasgow area intent on improving training within the sector, today SHARE is totally self-
sufficient, relying on membership subscriptions and training income. Right now, we’ve more 
than 50 members, mostly based in west central Scotland but spread throughout the country. 
 
A company limited by guarantee and registered with the Office of the Scottish Charity 
Regulator (OSCR), SHARE is controlled by an Executive Committee elected by its member 
organisations. 
 
 


