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SISTEMA SCOTLAND

POST:


Finance Officer
REPORTS TO:          
Head of Finance 
BASED:                
Hybrid working between home and office base in Raploch, Stirling (although travel will be required occasionally to all our centres throughout Scotland).
DAYS OF WORK:
4 days/28 hours per week all year round. Exact pattern of work to be agreed with line manager.
SALARY SCALE:
£31,052 - £34,635.  All new staff start on the first point of the scale.  So, working 4 days a week all year round, the salary will be £24,842 per annum (£2,070 gross salary each month).

SUPPORT &

SUPERVISION:
Sistema Scotland believes that all staff should have regular protected time with their line manager (Support and Supervision) as well as the opportunity for an annual review to discuss performance, development and to set out annual goals (Performance and Development Review). These structures are in place to ensure that staff feel supported, equipped and confident in their roles. Staff will have Support and Supervision sessions every 3 to 4 weeks during their probationary period and every 8 weeks at all other times. 

LEAVE:

We offer the equivalent of 8 weeks paid holiday per year (pro rata for part time staff); 4 of these weeks are set when we operate shut down periods over Christmas and New Year, and the first 2 weeks of August.  The other 4 weeks of the year staff can take in agreement with their line manager.

PENSION: 

After a 3-month probationary period, staff are auto enrolled into a contributory pension scheme where Sistema Scotland match employee’s contributions at 5%.  Staff can choose to opt out of the scheme.

RIGHT TO WORK: 
We welcome applications from diverse cultural backgrounds. We also welcome applications from all nationalities; however, we are unable to offer visa sponsorship for this role, so before you apply for this post please ensure that you have the right to work in the UK.  For more details on eligibility to work in the UK, please visit https://www.gov.uk/check-uk-visa   We will ask you to bring proof of your eligibility to work in the UK with you to interview.

TENURE:

Permanent post

HOW TO APPLY:
See full details on page 7 of this document

SISTEMA SCOTLAND INFORMATION
Sistema Scotland delivers its work through the creation of Big Noise programmes within communities, and currently runs five programmes in Raploch & Fallin in Stirling, Douglas in Dundee, Govanhill in Glasgow, Torry in Aberdeen, and Wester Hailes in Edinburgh.

At the heart of Sistema Scotland’s current strategy is a commitment that our Big Noise programmes will support children, young people, families and communities in Scotland to sustain and improve their wellbeing, resilience and learning, and to strengthen networks throughout the Covid-19 pandemic and beyond by:

· targeting our long-term, immersive support in communities of greatest need and
· broadening impact by sharing resources and creating learning partnerships
Our Big Noise programmes work with children and young people from babies to school-leavers, using music and nurturing relationships to support children and young people to realise their potential as well as improving lives and strengthening the communities we work alongside. Working with the children and their families, the programme is focused on early intervention and stimulating generational social change, increasing confidence, aspiration, community cohesion, pride and developing high level skills in the young people involved.

For more information, please see our website:

www.sistemascotland.org.uk   

www.makeabignoise.org.uk 

THE TEAM

We currently employ approximately 170 staff across our five centres and Sistema Scotland’s central team.  We also have a team of volunteers and cover musicians (freelance) in each centre.  The successful applicant will report to the Head of Finance and will join the central team consisting of the Chief Executive Officer; Director of Music; Director for Children, Young People & Communities; and function areas of Administration; Finance; Fundraising; Human Resources; Communications & Marketing; and Evaluation. 

The Chief Executive Officer reports to a voluntary Board of Directors.

1.
PRINCIPAL AIM
1.1 The finance function ensures that the resources of the organisation are appropriately managed by having robust financial processes and procedures in place.  Working alongside the other Finance Officer, you will be jointly responsible for overseeing and maintaining the day-to-day financial operations of the charity, ensuring all aspects of financial management are delivered timely and accurately and compliant with relevant regulations. This role is varied and rewarding, requiring high levels of numeracy, accuracy and diplomacy.  You will be expected to liaise with individuals at all levels across the organisation to educate and ensure the adherence to internal financial policies and procedures. 
As part of the central team, the finance function supports each of the Big Noise programmes to ensure their continued growth and success, and that Sistema Scotland can deliver on its organisational strategy.
2.
PRINCIPAL DUTIES


The following gives an indication of the duties and responsibilities that the post may involve.  The exact nature of these duties and responsibilities will change over time and the post holder will be expected to work flexibly and carry out any work that is reasonably required and is appropriate to the role.  
Overseeing the Purchase Ledger process end to end
· Supporting the Finance Administrator to ensure that organisation procurement policies are upheld
· Ensuring that supplier payments are made on a timely basis

· Support with coding and other purchase related queries
· Covering for the duties of the Finance Administrator in their absence

Preparation of Quarterly Management Accounts

· Preparing Quarterly Expenditure reports for each of the Big Noise Programmes and Central Team and making entries for accruals and prepayments as necessary
· Preparing bank and other balance sheet reconciliations for review with the Head of Finance
· Preparing Quarterly Expenditure reports for each of the Big Noise Programmes and Central Team with commentaries on key variances
· Leading quarterly review meeting with relevant Head of Centre and Operations Manager to discuss actual financial results to date against budgets and identify forecast changes for the year-to-go
· Collating and reporting of statistical data as required
· Supporting the Head of Finance with the preparation of quarterly reports to the Finance Committee
Monthly Payroll Preparation

· Updating and distributing monthly employee hours reports for completion by Central Team and Big Noise centres

· Reviewing, collating and preparing consolidated monthly employee hours report to send to external provider in consultation with HR

· Checking payroll reports from payroll provider and liaising with them and HR on any discrepancies and queries 
· Importing payroll BACs file to bank and providing all supporting documentation to bank authorisers to approve payment

· Preparing and posting monthly payroll journals
· Managing pension auto enrolment processes and inputting all relevant information to our pension providers’ online portal on a monthly basis

· Preparing annual pension review for pension provider and ensuring auto enrolment compliance

· Joint responsibility with HR for monitoring and responding to emails in the generic payroll inbox

Asset & Instrument Inventory Support & Management
· Aid in the development of an enhanced framework for recording assets to help improve the way in which we effectively manage, track and protect our assets
· Support in maintaining the Instrument Database

· Lead in the preparation and execution of routine existence testing of instruments and asset inventories

· Report annually on outcomes of inventory testing to the Audit Committee
· Procurement support as and when required to ensure that we get the most competitive prices for acquisitions by investigating and negotiating best prices across a range of expenditure items
Administrative support of Credit Card Expense Management & ePay System

· Responsiblitiy for ensuring that credit card transaction have been appropriately coded by credit card users and have supporting documentation 

· Helping train staff in the use of Credit Card Expense Management & ePay system

· Responsibility for the process of onboarding new staff, removing staff and managing delegated authorities on the credit card system 
· Supporting centres with queries and liaising with our credit card provider to help resolve any credit purchase or credit system related queries
· Importing credit card monthly journal to the accounting system
· Providing ad hoc credit spend reports
Other Duties 
· Aiding in the preparation of Annual Accounts and with the external audit process

· Developing, monitoring and improving systems and tools for internal financial controls and accountability, ensuring they are compliant with UK legislation
· Aiding in the communication and training of financial processes and procedures across the organisation
· Assisting with the research, design and implementation of new IT systems that relate to the Finance function
· Responding to any issues or queries in relation to staff expense claims

· Supporting the charity in its journey to becoming a net zero organisation
· Providing support for fundraising applications & end of funding financial reporting
· Supporting in arranging and managing insurance cover for the Charity
· Ad hoc development and preparation of spreadsheets and reports as required
· Support Finance Administrator with managing workload and queries and contribute to their training and development 
· Any other areas of work as reasonably requested by members of Finance Team

3.
All Posts Will Meet The Following Requirements

3.1
To contribute to the development of a professional working and learning environment in the organisation.

3.2
To contribute to the organisation understanding of diversity and its implications for the arts, education and community and to ensure this understanding informs all the organisation’s activities.

3.3
To ensure adherence to the organisation’s policies and procedures with 
particular reference to child protection & safeguarding, equality, diversity and health & safety.

3.4
To work in a flexible manner in line with the organisation’s social and corporate objectives and to be willing to undertake other duties as reasonably requested.
PERSON SPECIFICATION

Finance Officer
Knowledge AND QUALIFICATIONS

ESSENTIAL
· Part Qualified (AAT, ACCA, CIMA) or qualified by experience
DESIRABLE

· Proven commitment to personal and professional development
Experience

ESSENTIAL

· Experience of working at a Finance Officer Level 
· Experience of working with Accounting Software
· Experience of using Microsoft Word and Excel at an advanced level
· Experience of working within a challenging and high-pressure environment
· Strong knowledge of key financial controls and experience of identifying and implementing improvements in systems, procedures and processes
· Experience of supporting payroll processes

· Experience of designing financial reports and variance/ exception analysis

DESIRABLE

· Experience of using Sage 50 Accounts & Sage Integrated Reporting
· Ability to extract and manipulate data from Sage within Excel
· Knowledge of pension auto enrolment procedures and experience of managing the auto enrolment process
· Experience in preparation of year-end accounts, audit processes and procedures
· Experience of communicating processes and procedures to internal stakeholders

· Experience of working within finance in the Third Sector

· Experience and knowledge of managing restricted and unrestricted funds
SKILLS & ABILITIES

ESSENTIAL

· Ability to plan, organize and manage own workload
· Excellent IT skills (including MS Office applications) and database management

· Methodical with high attention to detail and analytical ability

· High level understanding of accounting processes, procedures and controls
· Ability to maintain and manage accurate records and systems

· Excellent written and oral communication skills
· Initiative to be able to develop and improve systems & procedures

· Ability to communicate financial processes and procedures to other staff

· Knowledge of data protection issues with a clear understanding of confidentiality with written and computerized materials and processes
· General knowledge of policies, systems and financial structures of a charity or company

· Proven ability to work as part of a dynamic team


PERSONAL QUALITIES

· Self-motivated and enthusiastic
· Work proactively and independently

· Willingness to help in other areas outside of finance to assist the charity in achieving its objectives

· Demonstrate a commitment to the programme and its sustainability within the community

· Belief in opportunities for all, and high expectations for all
· Enthusiasm and willingness to be flexible in achieving targets and outcomes
HOW TO APPLY:
To apply for this role you must complete our online application form at http://makeabignoise.org.uk/jobs/ where you will also find the full job and person specification (no CVs please).  As well as detailing your qualifications and work experience, you will also have the opportunity to explain why you are interested in working for Sistema Scotland and how you meet our requirements as detailed in the job/person specification.

On the application form we will also ask you to give us the names and contact details for two referees, one of these should be your current or most recent employer (please state if you would prefer us not to contact your current employer until you are provisionally offered the role).

Closing date for applications is Monday 3rd April 2023 at 10.00 am.
The selection process will involve a panel interview and a competency task (date to be confirmed).  

For any additional information please e-mail recruitment@sistemascotland.org.uk or telephone 07436 224565.

The successful applicant will be subject to PVG check although having a criminal record will not necessarily be a bar to working with Sistema Scotland.
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