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Job Description
	Job Title
	Finance and Resources Co-ordinator

	Line Manager
	Head of Business Support

	Salary
	£25992.78

	Working hours
	35 hours per week

	Location
	Based in Dumfries or Stranraer



Our organisation
The purpose of Third Sector Dumfries and Galloway (TSDG) is to improve the quality of life of the most vulnerable and disadvantaged within Dumfries and Galloway. We do this by working with third sector partners and public sector agencies to identify areas and communities of greatest need, design responses and create an environment for innovation and growth.  
Our core services are: 
· [bookmark: _Hlk138855534]Helping third sector organisations start, develop and grow through training and events 
· Encouraging and involving volunteers  
· Finding suitable funding sources and administering funding for third sector organisations 
· Creating and delivering sustainable business plans 
· Identifying the best way to manage people and money
· Connecting the sector with community planning and the health and social care partnership 
Overview of the role
The Business Support Team is responsible for supporting TSDG core business activities thus enabling engagement, training and relationship-building to flourish across the third sector community in Dumfries and Galloway.
The Finance and Resources Co-ordinator:
· delivers the core business functions of finance, resources and compliance, and adhoc projects 
· will be an internal expert in these areas and provide advice and recommendations to the Chief Executive, Head of Business Support and Board when required
Main Responsibilities
· Finance
· Create and maintain rigorous financial procedures, liaising with the accountant as required
· Financial Accounting (with the support of the Business Support Officer):
· Receive and process purchase invoices
· Drafting sales invoices relating to income activity
· Reconciliation of monthly accounts and bank statements
· Instructing grant / award payments as directed
· Purchasing
· Management Accounting
· Assist the Management Team with preparation and monitoring of budgets
· Production of summary reports for various purposes, including budget planning and monthly expenditure reporting and reports for external funders (core and project)
· Draft an analysis of the monthly financial reports to check expenditure against the budget, briefing the Head of Business Support
· Human Resources
· Ensure that TSDG is complying with all required employment policies, checking their fitness for purpose and compliance with employment law (seeking professional advice when required).
· Ensure that payroll is informed of starters, leavers and changes in a timely manner.
· Keep accurate and confidential personnel files and records
· With the support of the Business Support Officer:
· Recruitment administration
· Onboarding
· Induction / Leaver administration
· Staff training 
· Leave / absence records / absence management
· Health & Safety
· Ensure TSDG has appropriate health and safety policies and systems in place, including but not limited to risk assessments, fire procedures, DSE assessments, PAT etc.  Ensure delivery against actions (which may include direct delivery by the Business Support Team or external delivery).  Seek professional advice or services when required. 
· General compliance
· Maintain the records required for other areas of compliance (funding, GDPR, external bodies and any other relevant legislation/requirements)
· Keep abreast of relevant legislation as it affects TSDG, informing the Chief Executive in a timely manner and creating and overseeing appropriate action plans
· Property
· Liaise with landlords as required
· Support all matters relating to property facilities, including external contracts such as cleaning and IT & communications provision.
· Funding and Reporting
· Ensure timely draw-down of funding allocations to TSDG.
· Working with the Head of Operations and Communications Manager, create and maintain the processes for collation of monitoring and reporting documentation required by funders.
· Using the Business Plan, populate and maintain the annual outcome framework for Scottish Government.
· Governance and Constitution
· Ensure that administrative support is provided to the TSDG Board, the Audit and Risk Committee and the Corporate Management Team as required
· Ensure that all AGMs and EGMs are managed and delivered in a professional and efficient manner
· Ensure that all TSDG activities are consistent with the Constitution, highlighting any issues to the Head of Business Support in a timely manner. 
· Support the Chief Executive in the maintenance of the risk registers and ensure that risks are being managed in line with TSDG risk management policy
· Provide more complex administrative support as required
General
· Adhere to the organisation’s policies and procedures and values 
· Work within agreed budgets and timescales 
· Carry out other duties as may be reasonably assigned from time to time.
· This job description is non-contractual and subject to change as the needs of the organisation change
Personal Development
· Maintain up-to-date knowledge of relevant legislation and regulations
· Maintain up to date knowledge of the work of the third sector locally and nationally.  
· Support and contribute to a culture where improvements can be made as a result of lessons identified, captured, assessed and implemented
Key Contacts
· Individuals
· Member organisations
· Landlords
· Accountant team
· HR Adviser
· TSDG colleagues
· TSDG Board
· Suppliers
· Funders
Person Specification
	
	Essential
	Desirable

	Skills, Knowledge & Experience
	
	

	3-4 years administrative experience
	x
	

	1-2 years financial processing / management experience
	x
	

	Experience of using SAGE accounting software (or similar software)
	x
	

	Able to create, deliver and monitor business processes and procedures
	x
	

	Attention to detail and accuracy
	x
	

	Plan and manage workload
	x
	

	Gathering, handling, analysing, and manipulating data
	x
	

	Experience of providing board support
	
	x

	Experience of HR and H&S activities
	x
	

	Broad knowledge and understanding of the third sector
	
	x

	Ability to use Databases, Microsoft Office / Office 365 (Word, Excel, PowerPoint, Teams and Outlook) and online audio / web conferencing platforms eg Zoom
	x
	

	Project management / continuous improvement skills
	
	x

	Education/Qualifications
	
	

	Educated to degree level or equivalent
	
	x

	Personal Qualities
	
	

	Self-motivated
	x
	

	Ability to work autonomously or as part of a team.
	x
	

	Committed to continuous improvement
	x
	

	Customer focussed
	x
	

	Other Requirements
	
	

	Valid driving license and access to a car with business insurance for work purposes
	
	x

	Commitment to equal opportunities
	x
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