Finance Officer
15 hours a week
Band 3 - £22,366 -24,040 FTE (FT 37 hours)
Pro-rata -£ 9067-9746
As the Finance officer you will be an integral member of our team providing vital financial support to our manager and Board of Trustees.  Your accurate record-keeping and timely reporting will be critical to effectively managing our finances and Home-Start Stirling’s continued success. Your contribution to developing financial procedures and policies in partnership with our Manager and Board of Trustees will ensure that our financial operations are aligned with our values and objectives.  
A flexible working policy is applied to this post and applicants are encouraged to contact the Manager Ann Bradwell (ann@homestartstirling.org.uk) to discuss working from home, flexitime or annualised hours.
An overview of key tasks:
Financial management and accounting
Check, process and record all payments, administer invoices, process expense claims.
Initiate all online payments through our banking system.
File all relevant financial paperwork.
Follow up on overdue accounts as appropriate.
Process all financial transactions through Quickbooks including year end and accrued income/expenditure.
Maintain accurate records of payment receipts and the reconciling of purchasing cards.
Undertake accurate monthly reconciliation of bank statements and receipts through Quickbooks.
Produce monthly budgets report and cash flow statement.
Support Manager in ensuring that employee expenses and mileage are claimed in accordance with financial policies and procedures. 
Process gift aid submissions and support admin officer to acknowledge receipt of donations.
Produce reports as requested detailing spending attached to restricted funds.
Prepare annual accounts and facilitate the independent annual audit.
Payroll and HR
Liaise with GCVS on a monthly basis to ensure correct payments are made for salaries.
Input salary information related to core and restricted costs into Quickbooks.
Liaise with GCVS to ensure that pension contribution schedules are correct and timely.
Governance
Service the finance sub-committee by producing the necessary reports and taking the minutes of meetings.
General
The Finance officer is responsible for reporting any problems or errors to the Manager in a timely manner.
The Finance officer is expected to participate in regular supervision, annual appraisal, staff training and development programmes.
The Finance officer is expected to adhere to Home-Start Stirling’s policies and procedures, particularly those relating to equality diversity and inclusion and health and safety at work.
Person specification
Essential
A relevant financial qualification (for example HNC accounting; AAT Level 3 Diploma in Accounting or equivalent) and proven experience in financial reporting.
Highly proficient and experienced in using Quickbooks and working with financial data.
Accuracy in reporting detailed financial information.
Advanced IT skills including the use of Microsoft Excel.
[bookmark: _Hlk135810982]Effective oral and written communication skills. 
Exceptional organisational skills and attention to detail.
Confident to work independently to meet deadlines.
Knowledge of financial policies and procedures.
Ability to accept and maintain confidentiality at all times.
Ability to learn new skills and keep up to date with changes in electronic systems.
Sympathetic to the aims of the charity and commitment to our values.
Positive attitude and willingness to learn.
Desirable
Excellent working knowledge of accounting software that can be used for charitable accounting purposes.
Knowledge of the charity sector and financial reporting requirements.
Other
Will be required to obtain a Protection of Vulnerable Groups Scheme Record Disclosure
Additional Information
It is the nature of the work at Home-Start Stirling that tasks and responsibilities are in many circumstances unpredictable and varied. All employees are therefore expected to work in a flexible way when the occasion arises so those tasks that are not specifically covered in their job description are undertaken.  These additional duties will normally be compatible with the regular type of work required by the post.  If the additional duties become a regular or frequent part of the employee’s job they will be included in the job description in consultation with the employee.


