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Finance Assistant (Part Time)	- 	Job Description

ENABLE Glasgow is a small/medium sized third sector organisation and registered charity which provides a range of services to people with learning disabilities and their carers in Glasgow.  The Finance Assistant is part of a small administrative team at our central office, and is directly responsible to the Finance Manager.  The main aspects of the role are as follows:

1.  To contribute to the effective management of financial systems, supporting the Finance Coordinator and Finance Manager.

2.  To help ensure that all monies due are collected, accurately recorded, and posted to the accounting system as timeously as possible.

3.  To ensure that cash received is counted, secured, and banked as promptly as possible.

4.  To ensure that all purchase invoices received are timeously and accurately recorded, approved by appropriate managers, and posted to the accounting system.

5.  To ensure that documentation to support payments, including cheques and electronic payments, are prepared and collated.

6.  To assist in the processing of monthly payroll.

7.  To maintain an accurate record of all petty cash transactions, managing payments and receipts appropriately.

8.  To play a role in making payments to suppliers using a range of payment systems including BACS, cheques, and direct debit.

9.  To operate an appropriate nominal ledger coding structure to allow preparation of management and statutory accounts, and other financial analyses.

10.  To play a role in ensuring that periodic management and annual accounts are timeously and accurately prepared and made available to the Board and members of the management team.

11.  To maintain effective relationships with statutory and non-statutory funding bodies.

12.  Any other tasks that may be reasonably considered to be within the remit of the post.
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Finance Assistant (Part Time)	- 	Person Specification

Essential

1.  A commitment to the welfare and human rights of people who have a learning disability.

2.  Professional experience in the field of financial administration.

3.  A good working knowledge of financial IT systems and ledgers including coding structures.

4.  Strong IT skills especially in the use of financial software such as Sage accounting software and Microsoft Excel.
.
[bookmark: _GoBack]5.  Demonstrable experience in accounting and bookkeeping (including purchase ledger and cash handling).

6.  A flexible approach to the job role and the ability to contribute effectively to a small staff team.




Desirable


1.  Knowledge of financial regulations in relation to charities and voluntary organisations.

2.  Working knowledge of social care finance in relation to people with disabilities in a supported living and/or day service setting.

3.  Experience of dealing with external statutory sector funding bodies, especially local authorities and health boards.
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