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Lothian Centre for Inclusive Living
Job Description
Post Title:
Finance Officer – 16 hours per week
Post Salary:


£28,000 - £30,000 pro-rata
Work location:


Hybrid working from home and office in Edinburgh





Responsible to:


Chief Executive
Responsible for:
Organisational accounts management and review as well as financial administrative support to the organisation.
Purpose of Post:



Provide financial information to CEO, Board of Directors, Auditor and Funders by analysing organisational accounting data; preparing management reports, budgets and forecasts, whilst ensuring day to day finance management is supported.  You will play a critical role in implementing and maintaining processes to make a real difference to our success and sustainability. This is a position for an accomplished all-rounder. The position encompasses everything from posting invoices to producing Budgets, Management Accounts, liaising with Auditors, and making submissions to OSCR and Companies House.

Post Objectives:
· Review LCiL accounts management and reporting system so that financial information is regularly available to the CEO and in a format accessible to the Board of the organisation

· Preparation of monthly cash flow forecasts, and other financial reports as required by the Chief Executive, Project Leaders and Board Members

· In conjunction with the Chief Executive & Treasurer prepare and present budgets for consideration by the Board of Directors for commencement of each financial year

· Prepare and balance organisational accounts for presentation to our external auditors at the end of the financial year
· Prepare and submit annual return to OSCR
· In collaboration with Chief Executive and Treasurer develop unit costings for all LCiL services to achieve sustainability
· Prepare budgets for funding applications and analyse funding income targets and reporting
· Oversee the day to day processing of all invoices, remittances, cheques etc. for all organisational activities
· Oversee the processing of Financial Support Services service users’ invoices and receipts 
· Reconciling all organisational bank accounts
· Identify, monitor and mitigate financial risks
Other
· Undertaking other appropriate duties from time to time as determined by the Chief Executive
Contacts (when relevant)
· Disabled people, their staff and their families

· LCiL’s Board of Directors, staff and members

· Statutory bodies

· Local Authority and Health Board officials and representatives
· Suppliers of goods, services or equipment

· Private sector organisations.

Supervision and Support Received
The post holder will receive regular supervision with the Chief Executive in accordance with the Terms and Conditions of service.  The post holder will be expected to attend staff meetings, training courses, LCiL events or other meetings deemed appropriate to the function of the organisation.
Complexity and Creativity 

The Lothian Centre for Inclusive Living is an innovative and demanding initiative which has had a significant impact on the lives of disabled people, their families and the statutory authorities in the Lothian area.
The provision of support which enables disabled people to increase their level of self control in all aspects of their lives is highly complex.  It requires sensitivity, an extensive knowledge of services which are available to disabled people and a wide knowledge of the concerns of disabled people.

The post holder would need to maintain an up to date knowledge of all relevant legislation.  They would be required to use ingenuity and imagination to find the most appropriate solutions to individual situations.

They would be required to take initiative on a wide range of tasks and work as part of a team to ensure the Centre maintains an inclusive approach.

It is essential that the post holder is able to work within an organisation which is led and managed by disabled people.
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Person Specification: Finance Officer
	Person Specification
	Essential
	Desirable

	Experience and Qualifications
	
	

	Experience of working independently to successfully manage the finances of an organisation
	*
	

	A relevant professional qualification in finance OR qualified by experience
	*
	

	Experience of preparing & managing budgets 
	*
	

	Experience of preparing and presenting management accounts
	*
	

	Experience of developing new financial systems, policies, and processes
	*
	

	Experience of preparing budgets for and reporting to grant & Trust funders
	*
	

	Experience of preparation of charity accounts
	*
	

	Experience of using SAGE accounts package
	*
	

	Proficient in Microsoft applications and willingness to utilise digital systems to continuously improve
	*
	

	Ability to build and manage relationships
	*
	

	Excellent Problem-solving skills
	*
	

	Ability to work in isolation, self-motivate, prioritise workload and take initiative
	*
	

	High levels of accuracy
	*
	

	Active listening, excellent interpersonal and communication skills, including written communications
	*
	

	Ability to work effectively as part of a team
	*
	

	Commitment to equal opportunities and anti-discriminatory practice
	*
	


As a disabled peoples organisation, we are committed to inclusion and diversity.  The different skills and experiences that our colleagues from different backgrounds bring to us allow us to make better decisions, consider different views and be an altogether more interesting and cohesive place to work.  We welcome applications from everyone who meets the job specification and shares our values.  All our staff are expected to share these commitments and abide by our policies.
We are also a disability confident employer and as such, if you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk
Closing date:  17th June 2022 at 12 noon

Please note that cv’s will not be accepted.
Interview date: late June/early July
Interviews will take place via Zoom (video conferencing software)

