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T 01738 638847
E info@homestartpk.org.uk
W www.homestartperthandkinross.org.uk

JOB DESCRIPTION – FINANCE AND BUSINESS OFFICER

Job Title		Finance and Business Officer
Employer		Home-Start Perth and Kinross Board of Trustees
Location             	Home-Start Perth and Kinross, The Gateway, North Methven St,
			Perth, PH1 5PP/Hybrid working- to be agreed
Responsible To	Lead Co-ordinator
Hours of Work	24 hours a week, 52 weeks per year exclusive of lunch breaks

Salary			FTE £32,988 to £36,440 - dependent on skills and experience

Main Work		Work in close co-operation with and as directed by the
			Lead Co-ordinator, Business Lead, Treasurer, and the Board of Trustees
			
Main Purpose of the Job

· Taking primary responsibility for the book-keeping and financial record-keeping of the scheme.  The post holder will also be required to perform the duties of company secretary

· To liaise with the Lead Co-ordinator, Business Lead, Treasurer and Trustees in relation to financial matters and funding strategy


Key Areas and Main Tasks of the Job


· Input of all data relating to income and expenditure to Sage Accounting programme

· Calculation and processing staff salaries, pensions, tax and national insurance using Sage Payroll

· Keeping abreast of relevant fiscal changes and communicating with Treasurer and staff team

· Calculation of staff holiday entitlement 

· Dealing with all banking, payment of invoices and expenses etc by cheque, BACS, standing order or direct debit and reconciling the scheme’s bank accounts

· Maintaining the accounts for all Projects

· Producing regular Management Accounts for the Trustees using data from the Sage programme and Excel

· Preparation of 4-year projections and annual budgets for the scheme and the monitoring of these

· Creation and analysis of financial reports to inform management decisions and strategic planning process

· Completing end of year returns for HM Revenue and Customs 

· Preparing the accounts for examination by our Auditors and leading liaison with them

· Webfiling Annual Return to Companies House

· Sending annual accounts to OSCR and Companies House

· To complete other tasks and special projects assigned by Lead Coordinator/Business Lead

· Fund-raising responsibilities as agreed in discussion of funding strategy with Lead Co-ordinator and Business Support Lead
	
· Extraction of data from our CRM and collation of reports/statistics thereon

· Attending Board meetings as required


The Finance and Business Officer is expected to work within the ethos of Home-Start and have high standards of practice.  The need to respect confidentiality is paramount, as is a mature and flexible approach to the work. As the postholder will have access to confidential information relating to families and children, a PVG will be taken up. 
The post holder may be required to undertake any other duties that fall within the nature of the role and responsibilities of the post as detailed above.
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