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Role – Finance and Office Manager (P/T)

Reports to – Director.
Salary – £32,500 p.a. (pro rata).
Working Hours – 16 hours over 3 or 4 days per week.
Location – Woodlands, Glasgow.
Family Mediation West provides support to families affected by separation, divorce, and conflict.  We have premises in Glasgow and Kilmarnock allowing us to offer services across the West of Scotland. We are affiliated to Relationship Scotland, who support a national network of 22 local service providers for individuals, couples and families experiencing relationship problems. The values and the standards of the organisation help to ensure effective support can be provided to help families through difficult times. 
Job Purpose 
The postholder will be responsible for the general financial management within a small office.  The purpose will be to ensure that all financial procedures are upheld daily, invoicing and payments are made in a timely manner, ensure professional financial administration processes are in place and manage credit control.  This post will support high professional standards and be compliant with current legislation, policy, and best practice. 
Support
FM West works in conjunction with a third-party accounts’ provider and uses the accounts package Xero. 
There are 2 part time Finance/Admin Assistants working 2 days a week to support general finance duties, bookkeeping, and office administration. 
FM West has an annual budget of (circa) £460,000; income is largely made up from 2 main statutory funds, and fees from solicitors for services. 

[bookmark: _Hlk148001243]Main Areas of Responsibility – 
· To manage the office accounting service and ensure that work is accurate via Xero; to include all invoicing accuracy and bank reconciliation processes.
· To produce invoices for fee payments in conjunction with the service managers and submit for payments in a timely manner. 
· To monitor the payment of invoices, while managing creditors and debtors with care and attention while ensuring effective credit control.
· To present regular updates to the Director. 
· To implement processes to ensure that client files are kept up to date, and manageable to ensure the professional administration within the office. 
· To have a general understanding of VAT within the invoicing process. 
· To support the Director (and third-party accountants) with the provision of financial information, reports and assists the annual audit process. 
· Support and review targets with the Director/accountants ensuring reliability and sustainability of the credit control process. 
· To report at FM West team meetings on the financial operation.
· Support the compliance within all financial policies and procedures across the charity.
· Maintain up-to-date knowledge and understanding of legislation, policy, and best practice, responding to new developments timeously and appropriately. 
· To form key relationships with the 150 legal solicitor firms.
· To line manage 2 part time Finance/Admin Assistants. 
· Order stationary and monitor the finance of third-party IT services (photocopier, IT billing for support and maintenance). 
 
Qualifications & Experience 
The successful candidate will: 
· Have experience of Xero or similar accountancy systems.
· Be proficient in all common Microsoft Office applications.  
· Have a proven record of good personal organisation and experiences of processes that can allow for the financial / office operation to run smoothly. 
· Be self-motivated, with a can-do attitude and a strong commitment to delivering results on time, and to a high quality. 
· Self-manage, organise, and prioritise tasks and work under pressure during troubleshooting and problem-solving. 
· Be professionally presented, flexible and adaptable, and be able to handle the various pressures and demands associated with creditors and debtors. 
· Be a confident communicator and your excellent verbal and written communication skills will enable you to confidently deal with all levels of stakeholders and internal colleagues. 
 
 
Skills/ Attributes 
  
· Excellent oral and written communication skills. 
· Excellent numeracy. 
· Good knowledge of conferencing software e.g., Zoom, Teams etc. 
· Ability to work independently and collaboratively. 
· Ability to work well under pressure. 
· Passionate about working and representing a well-established charity at FM West. 
· Have a good understanding of GDPR policy and process.
· Strong in character, approachable, reliable, adaptable, and patient. 
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