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FAMILY MEDIATION CENTRAL SCOTLAND (FMCS) - PART-TIME FINANCE ASSISTANT
JOB DESCRIPTION
RATE OF PAY:


£14.17 per hour [equivalent to £7,369 pa]
PLACE OF WORK:

Office-based at Cowie and home-working mix.
WORK HOURS & DAYS:
10 hours per week
The exact work pattern to be agreed with Service Manager, but we can be flexible about days and times.
ROLE:
This part-time post is central to the administration of our charity, FMCS.  The postholder will be responsible for maintaining all aspects of the accounts on a week-to-week basis, including payroll, using Intuit QuickBooks. 
FMCS is a small, local charity, based in Cowie, Stirlingshire that provides support to parents who are separating or divorced, and their children, across the Forth Valley.  We deliver Family Mediation and Child Contact Centre services in the Falkirk, Stirling and Clackmannanshire council areas.  
DUTIES AND RESPONSIBILITIES

Reporting to the Service Manager:
1. Run the monthly staff payroll using Intuit QuickBooks software.  Deal with any queries relating to pay, including adding new staff members, and process staff expense claims.
2. Prepare online submission of PAYE “in real time” and year-end reports to HMRC within prescribed timescales.
3. Design and develop systems for recording, monitoring and reporting on income and expenditure under different cost centres (including any “restricted” funding) – e.g. for separately funded projects. 
4. Prepare monthly management reports, including Profit & Loss account and spreadsheets showing income and expenditure, for meetings of the charity’s Board of Directors.
5. Monitor the overall financial position of the company on a month-to-month basis, and keep Service Manager updated.
6. Manage Sales Ledger, and raise invoices for our chargeable services timeously.

7. Administer Purchase Ledger, liaising with the Service Manager, to ensure transparency and oversight of expenditure.

8. Ensure any cash and cheques are banked promptly and reconcile bank statements and petty cash.
9. Manage credit control and Aged Debtors list, to ensure cashflow.
10. Liaise with the charity’s Auditors, dealing with any queries relating to their preparation of the Annual Accounts.
11. Assist with preparation of budgets and contribute to business plans and funding applications as required.

12. Assist with any other ad-hoc accounting matters and in the general administration of the Service, as required.  Maintain confidential financial records, and follow FMCS policies and procedures.

Please note, this post is subject to the satisfactory completion of a probationary period of 3 months.
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