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JOB DESCRIPTION

Administration and Finance Officer
The Administration and Finance Officer is responsible for the following:
· General administration duties at the Fast Forward office
· Providing effective financial transactional processing

· Purchasing and ordering supplies

· Booking travel and accommodation

· Administrative support for projects

· Processing publications orders and taking payment

· Any other duties as required

The Administration and Finance Officer will promote and adhere to the values, philosophy and policies of Fast Forward at all times.

ACCOUNTABILITY

The Administration and Finance Officer is accountable to the Board of Directors through the Chief Executive and will be line managed by the Chief Executive.
PRINCIPAL RESPONSIBILITIES

General Administration duties:
· Typing, filing and preparing documents and correspondence as required
· Photocopying and scanning documents

· Providing assistance with administration-related conference tasks and delegate bookings
· Providing administrative support for the staff team 

· Assisting members of staff as directed by line manager
· Answering telephone and providing relevant support to callers
· Reception duties - welcoming and assisting visitors 

· Opening and distributing incoming mail; processing outgoing mail
· Carrying out all book-keeping activities
· Preparing and processing authorised payment of invoices and expense claims

· Recording and banking cheques and cash transactions

· Recording all financial transactions

· Ensuring Purchase Order system is properly applied 
· Assisting the Chief Executive with funding applications and reports
· Completing monthly bank reconciliations 

· Filing documents relating to finance

· Ensuring all payments and records for sales are processed

· Assisting with the preparation of the Annual Audit as required

· Carrying out any other financial work as delegated by the Chief Executive

Purchasing and ordering supplies:
· Ordering office supplies and requisitions and ensuring stocks are replenished
· Liaising with suppliers by telephone and online

· Ensuring purchasing procedures are followed 

· Keeping appropriate records

Booking travel and accommodation:
· Booking travel and accommodation for staff using online and telephone booking services
· Liaising with the relevant staff to ensure they are fully informed 

· Ensuring relevant procedures are followed
· Keeping appropriate records

Administrative support for projects: 
· Updating Excel databases 

· Assisting with collation of information for reports to funders

· Liaising and assisting staff team with admin tasks
· Keeping appropriate records 

Any other administrative / finance duties as required.

WIDER RESPONSIBILITIES
To take responsibility, along with other staff members, for ensuring that operational policies are observed and for carrying out other duties as requested by senior staff, as appropriate to this post.  This will include active participation in supervision, appraisals, team meetings and to accept responsibility for identifying and meeting professional development and training needs as part of an on-going process.  

This job remit is intended to outline the post at this stage of development.  It is not an exhaustive list and it is recognised that jobs change and evolve over time.  Post holders will be required to carry out any other duties to the equivalent level that are necessary to fulfil the purpose of the job, and to respond positively and flexibly to changing organisational needs.

WORKING RELATIONSHIPS

The Administration and Finance Officer will:

· meet regularly with the Chief Executive
· attend regular Review and Planning meetings

· liaise with and support other colleagues
· work effectively as a member of the administrative team
· attend staff and other meetings as appropriate and required
· liaise with relevant members of staff regarding financial matters

TRAINING AND DEVELOPMENT

The postholder will be given the opportunity to develop professional interests within the limits of time and resources available and in accordance with furthering the aims of the organisation.

3 | Page

