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Job Description

Title: Finance Officer
[bookmark: _Hlk31113471]Starting salary: £34,768 (pro rata 3 days or 21 hours per week)
Duration: This is a part-time post (3 days or 21 hours per week). Fixed Term until 31st March 2026, continuation dependent on funding.
Responsible to:  Finance and Governance Manager
Closing date: Noon, Wednesday 2 August 2023.
We expect interviews to take place on the Wednesday 9 August 2023.
Application instructions: Please send your CV and cover letter in one document to paige.evans@capitalcitypartnership.org, along with a completed copy of our Equal Opportunities Monitoring Form.

[bookmark: _Hlk134524789]CCP actively encourages applications from people from ethnically diverse backgrounds. We are keen to receive applications from people who wish to work flexibly. Secondment requests are welcome.


Organisation Details

Capital City Partnership (CCP) is an arm’s length company of The City of Edinburgh Council and is tasked with the operational development, management and support of local and regional employability and poverty reduction measures.   It takes a flexible approach to changing economic conditions, needs and opportunities but its core functions comprise:

· The management of all employability related grants and contracts awarded to external providers by the council and other key partners
· The management of assessment processes related to bids received for such grants and contracts and making recommendations for funding 
· The provision of policy advice, research, and development support (including secretariat functions) to the city’s Jobs Strategy Partnership and partners
· Provision of support to the Edinburgh and South-East Scotland City Region Deal Integrated Regional Employability and Skills programme.

Job Purpose
The Finance Officer is a new position requiring a comprehensive finance skillset to support the work of the Governance and Finance Manager.   The role will involve close working with our many grant recipients to ensure timely payments of a finance portfolio of circa £10,000,000 per annum.  You will also be required to work with a number of our internal teams to give support with their financial tracking and budgeting and submitting claims to funders. The successful candidate will be expected to provide support to a consistently high and accurate standard.

The key tasks include:
· Processing invoices authorised in accordance with company guidelines
· Processing grant claims and contract fees through the accounts system
· Checking and processing of expenses, ensuring that payments are made in accordance with company guidelines.
· Reconciling accounts to bank statements
· Assisting with production and maintenance of project budgetary reports
· Recording and reconciling data from monthly credit card statements
· Preparing financial transactions and supporting documentation for internal and external audit
· Maintaining electronic financial filing systems
· Supporting processing of payroll.

Person Specification
Knowledge, Skills & Understanding Required

Essential:
· Minimum 2 years in a financial administration role
· Experience in bookkeeping
· Experience of working with accounting software
· Experience using MS office packages including Excel
· Excellent numeracy and literacy skills
· Ability to work meticulously and to tight deadlines
· Proven knowledge of at least one accounting software package
· Proven understanding of common accounting terminology
· Excellent organisational skills 
· Ability to prioritise workload
· Ability to multi -task
· Ability to exercise discretion and confidentiality where appropriate
· Understanding of financial accounting in the charity sector.

Desirable:
· Understanding of the employability / skills network in Edinburgh 
· Knowledge of grants administration
· Understanding of the preparation required for company audit
· Accounting technician or similar level of formal qualification
· Experience of working in the charity / voluntary sector
· Experience of grant processing
· Experience of tracking multiple funds and projects
· Use of SAGE or equivalent payroll system
· Experience of processing VAT.

Employee Benefits
· Hybrid working
· 26 days starting annual leave, increasing to 31
· Birthday leave
· 10 public holidays
· Employer pension contribution
· Employee assistance programme
· Personal development opportunities.
Other Information

Your main workplace will be The Capital City Partnership Offices at 14 Links Place, Edinburgh; however, the role will be hybrid with working from home, the office and throughout Edinburgh as required.  
The Capital City Partnership operates a 5-day, 35 ¾ hour working week. 
Some evening and weekend work may be required, and the Capital City Partnership operates a TOIL system. 
Payment of the annual salary is by twelve monthly instalments. This is subject to appropriate deductions for National Insurance, Income Tax and Superannuation. Any broken period at the beginning or end of your service will be paid pro-rata. Payment will be made towards the end of each month by direct credit transfer to your bank or building society. 
The paid annual leave entitlement is 26 days, increasing by one day per year of service to a maximum of 31 days. Employees also receive 10 paid public holidays (6 floating and 4 fixed). The Capital City Partnership’s leave year runs from 1st April to 31st March. 
Under statute you are required to make provision for a pension. As an employee of the Capital City Partnership, you are eligible to participate in the CCP pensions scheme, which is a contributory scheme, members being automatically contracted out of the State Earnings Related Pension Scheme. 
Please note that conditions of service at the Capital City Partnership are modelled on those applicable currently in the City of Edinburgh Council and any subsequent amendments, subject to the practicality of their implementation in a small organisation. 
Any procedures that have been agreed are in the CCP staff handbook. 
As of 1st May 2004, it is a requirement of the Asylum and Immigration Act 1996 that employers verify authenticity of specific documentation relating to an individual’s identity and UK residency status.
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