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POST: FINANCE AND HR ADMINISTRATOR 

TERMS
RESPONSIBLE TO: CORPORATE SERVICES MANAGER  
LOCATION: ST JOHNS ROAD, EDINBURGH
CONTRACT: PERMANENT PART-TIME, 25 HOURS PER WEEK MONDAY-FRIDAY
SALARY: £25,180 PRO-RATA
DATE OF ISSUE:  FEBRUARY 2023


JOB DESCRIPTION
PURPOSE OF POST
To provide professional support to the organisation with regards to its financial and personnel aspects. Working closely with the Corporate Services Manager, and the wider management team, the role will suit a dynamic and dedicated individual who will be required to fulfil a number of operational tasks to ensure the smooth running of the Trust, whilst maintaining our organisational values of Care, Acceptance, Perseverance and Hope.

The post-holder will work to support the Corporate Services Manager in delivering high quality reports and services that meet the needs of the	 management  team and Board of Governors, which in turn will help the wider staff team support the children, young people and families supported by the Trust in our residential houses, community flats, fostering service and in the wider community. The Finance and HR Administrator will do this by:

· Ensuring finance processes are accurate and up to date and tasks are completed on time, including the sales and purchase ledgers, bank reconcilations and debtors processes.
· Liaising with the payroll provider so that staff receive their salaries, pension contributions and other payments correctly and on time.
· Colleagues are supported effecitvely with finance to enable smooth interactions with our service users.
·  Communications and interactions with colleagues and external parties (such a service users, suppliers, the bank) is timely, clear and aimed at making finance operations run smoothly.
· Internal and external systems to support the HR function of the Trust work effectively and staff are supported with their queries.




MAIN RESPONSIBILITIES AND TASKS
Finance

1 Sales Ledger: raise accurate and timely invoices, chase unpaid invoices, and apply the correct tax rules.
2 Purchase Ledger: ensure all bills are processed accurately and all payments are made on time.
3 Xero Accounting System: use the Trust’s online accounting system, Xero, in order to:
· Record all financial information.
· Process all billing.
· Process reconciliations.
· Reconcile balance sheet accounts, including bank reconciliations.
· Facilitate budget tracking.
· Maintain the purchase ledger.
· Maintain the sales ledger.
4 Staff Expenses: process and pay expenses in line with the Trust’s policies.
5 Suppliers: complete supplier forms and liaise with suppliers.
6 Financial Reporting: Assisting the Corporate Services Manager to produce monthly and quarterly management accounts, budgets and annual accounts.
7 Insurance administration: assist with policy renewals.
8 Bank: liaising with the bank to ensure banking services are maintained.

HR

1 Recruitment: assisting with recruitment administrative tasks, including job advertising, providing a point of contact for candidates and induction.
2 Payroll: processing of timesheets and coordination with payroll provider
3 Policies and Procedures: ensuring all documentation is up-to-date, in conjunction with the Senior Management Team.
4 BrightHR Personnel System: help maintain accurate information on the Trust’s online HR system, as well as maintaining other staff files and trackers.
5 Benefits: assist staff with accessing staff benefits (such as the Cycle Scheme, Tech Scheme and Caravan).

OTHER DUTIES/RESPONSIBILITIES


· Administration: be registered as an administrator on other systems that the Trust uses and be a point of contact for staff or others who require assistance.
· Other: The post holder will also be given other tasks from time to time as required. 



PERSON SPECIFICATION
Essential
· Have minimum AAT Level 2 qualification or similar.
· Have a proven track record of at least 2 years in finance and HR administration of a small to medium-sized business.
· Have excellent organisation skills with the ability to structure processes and set up efficient systems to support the Trust’s operations.
· Be consistent and accurate and have an eye for detail.
· Have experience in and be committed to following careful procedures to protect the sensitive personal data involved in this role.
· Have excellent numerical skills and good knowledge of Excel.
· Learn quickly, be adaptable, flexible and able to work in the ever-changing context of a growing organisation.
· Be able to take the initiative and take a creative problem-solving approach.
· Have well-developed interpersonal skills, working well independently and as part of a small team, and collaborating well with colleagues.
· Is comfortable with using IT programs/software and has some technical understanding.


Desirable
· Experience of working with Xero or similar accounting software.
· Experience of processing payroll.
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