
ROLE DESCRIPTION 
	Job Title:
	Finance Assistant


	Department 
	Finance


	Location:
	Head office at 160 Causewayside, Edinburgh, with flexible hybrid options

	Contractual Status of Role:
Permanent or fixed term

	Permanent
Full time – 35 hours, Mon - Fri

	Job Title of Line Manager:
	Finance Business Partner 


	Salary: 

	£23,000 - £24,000 (depending on experience) 

	Job Titles and number of any direct reports:
	None

	Job Purpose:
	To provide efficient and effective accounting and administrative assistance within the finance team for Age Scotland and its subsidiaries.



	Main Responsibilities/Deliverables:
Including:  

	Key tasks 
· Assist the Finance team with the delivery of monthly, quarterly and annual accounts within agreed deadlines. 

Purchases & Payments
· Ensuring that supplier invoices are processed accurately and quickly, and that they have been coded and approved before entry, raising payments and creating remittance advices
· Completing supplier statement reconciliations
· Processing payments of all authorised invoices by BACS 
· Resolving supplier queries
· Processing volunteer expenses in accordance with procedures

Sales and Income
· Maintaining the sales ledger, raising sales invoices, credit notes and, recording income received 
· Banking cheques and cash
· Carrying out credit control and dealing with  customer enquiries
· Importing and reconciling monthly sales data from CRM system (CharityLog) 

Petty Cash
· Maintain petty cash and post transactions
· Monthly reconciliations

Other 
· Monitoring and actioning all messages in the Finance email inbox on a daily basis.
· Being involved in the implementation of our new finance system
· Liaising with departments across the organisation including fund-raising, central support and charitable service delivery

This is not an exhaustive list of all possible duties and will be reviewed at regular intervals. 


	Quantitative Aspects of Role:
	· Completion of all book-keeping and processing tasks efficiently and accurately 
· Production of ad hoc information and analysis as required




PERSON SPECIFICATION

	Experience
	Essential:
· Experience working within a finance team 
· MS Office Suite (Excel and Word)

Desirable:
· Experience of Sage 200 and/or Iplicit finance systems 
· Experience of Charity Log and /or Raisers Edge systems
 

	Knowledge
	Essential:
· Basic accounting and book-keeping knowledge


	Skills
	Essential:
· Excellent communication skills and an engaging personality with ‘can do’ approach
· Sound Excel skills
· Excellent attention to detail


	Additional Requirements:
	Essential:
· Ability to communicate with and support non-financial colleagues
· Ability to plan and prioritise workload
· Flexible approach with an ability to meet deadlines
· Excellent organisational skills
· Willingness to work from the Edinburgh office when required (NB, travel costs from home to the office will not be reimbursed by Age Scotland).
· The role may require occasional travel.
· Commitment to the aims and vision of Age Scotland and an ability to demonstrate our values (Empowering, Inspiring, Inclusive and Integrity) in your work.
· Experience of working within a charity is advantageous but not essential
· An understanding of and commitment to equal opportunities.
· Commitment to work alongside and support volunteers.
· A good team player willing to work in a small team
· Employees are expected to undertake any and all other reasonable and related tasks allocated by their Line Manager.
· Employees are expected to have a suitable home work space and furniture with a good broadband connection for occasional home working.
· Employees enrolled in Multi-Factor Authentication (MFA or 2FA) will be expected to install and maintain the Watchguard app on either their personal or work mobile device.
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