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Job Description

	Job Title:
	Finance Officer (Part Time) 


	Hours:
	Up to 20 hrs 

	Salary:
	Up to £30,000 fte

	Responsible to:
	Centre Manager

	Contract:
	Permanent



This role is subject to Adult and Child PVG scheme membership


Core purpose of the role

You will play a crucial role in supporting the finance function of The Women’s Centre Glasgow, enabling the charity to achieve their business objectives.

Key Responsibilities
Daily:
· balance of cash from till (looking to move away from cash transactions)
· action any instructions per finance e.g. purchase or sales invoices
· preparation of volunteer and tutor expenses
· any purchasing for the centre e.g. stationery, event materials, class materials etc. and filing matching invoices with delivery notes
Weekly:
· prepare banking
· update staff records e.g. holidays/ absence
· balance payroll cash and provisions float
Monthly:
· balance bank (bank reconciliation)
· all finance records posted to Sage software and trial balance squared
· prepare staff payroll record submissions to GCVS and transfer appropriate funds
· GCVS payroll records collated, checked and posted to Sage 
· prepare finance reports for the Board of Trustees
As required:
· prepare BACS, faster payments and direct debits
· contribute to costings for funding applications
· contribute as required to the general running of the Centre including answering the telephone, covering reception, assisting and contributing to events

Person Specification 

	
	Criteria 
	Essential 
	Desirable 

	Knowledge and Experience 
	1. Experienced bookkeeper
	Essential
	

	
	2. Excellent working knowledge of Sage 
	Essential
	

	
	3. Must have transactional capability and take to full Trial Balance, Profit & Loss and Balance Sheet
	Essential 
	

	
	4. Knowledge of payroll processes
	
	Desirable

	
	5. Experience of other finance systems e.g. Xero and/or Quickbooks 
	
	Desirable

	
	6. Ability to work independently and adapt to changing and unexpected circumstances 
	Essential
	


	
	7. Good IT Skills 
	Essential
	

	
	8. Ability to work as part of a team
	Essential
	

	
	9. Strong administration and personal organisational skills 
	Essential
	

	
	10. Knowledge of charity finances and OSCR regulations 
	Essential
	

	
	11. Preparation of budgets, load into Sage, and Variance Analysis.
	Essential
	

	Personal attributes 
	Criteria 
	
	

	
	12. A  solutions-focussed approach to work and good problem solving skills 
	Essential 
	

	
	13. Positive, enthusiastic and friendly attitude 		
	Essential
	

	
	14. Good communications skills
	Essential
	


	





