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Job Description - Finance Administrator – June 2025

Strengthening Communities for Race Equality – Scotland (SCOREscotland)

Job Description
Job Title: 


Finance Administrator   

Responsible to: 

SCOREscotland Manager

Working Hours:

21 hours per week 

Salary:



£29,439 - £30,911 per annum pro rata depending on experience 
Line Management: 

N/A

Introduction and Pupose of SCOREscotland

SCOREscotland is an organisation based in South West Edinburgh with the stated purpose: “to work in partnership to address effects and causes of racism and promote race equality”. We aim to break down barriers to full participation of minority and ethnic groups in civic life. 
Job Purpose

To provide effective financial and office administration support for SCOREscotland. The Finance Administrator will often be the first point of contact for public enquiries and will play a key role in ensuring the efficient management of the organisation’s finances. This includes preparing financial reports for the Manager, Board of Directors, auditors, and funders. The post holder will provide high-quality administrative and financial services across all SCOREscotland projects. 

Job Description

Excellence in this role is achieved through two key areas:

1. FINANCE and ASSET MANAGEMENT

Ensures that all financial and non-financial assets are fully accounted for and efficiently used and risks associated with the organisation’s work are monitored and managed.
2. OFFICE ACCOMODATION/USE 

Ensures that SCOREscotland’s work take place in a safe environment that enables project success.
RESPONSIBILITIES IN RELATION TO THESE AREAS OF WORK

	RESPONSIBILITY
	OUTPUT MEASURES

	FINANCE MANAGEMENT 

Ensures that all financial and non-financial assets are fully accounted for and efficiently used and risks associated with the organisation’s work are monitored and managed.

	· Maintain existing financial systems including income and expenditure;
· Manage petty cash payments, receipts, cash handling and accountability for floats;

· Process all payments through cashflow and monthly bank reconciliation, invoicing and purchase orders;
· Record all financial transactions and activity;

· Process project finances including bookkeeping, preparing claims, keeping records; and preparing books ready for audit;

· Monitor and liaise with staff and other organisations to ensure that financial receipts and payments are accurate, timely and appropriately handled; 

· Ensure that the Project Leaders are using accurate and timely information on contracts and budgets to deliver their projects;
· Liaise with programme staff to forecast expenditure against cashflow;

· Ensure programme staff are kept informed on all relevant financial issues;

· Prepare, process and manage monthly payroll information;
· Carry out project financial related work as required such as budget re-profile, regular up-dating of claims tracker or financial reports;
· Provide the Manager and Board of Directors with monthly financial reports;
· Prepare financial reports to funders;
· Preparing year-end files for audit.


	· Accurate and up to date financial records;

· All payments processed accurately and on time;

· Petty cash, mileage claims, and expenses are reconciled on a monthly basis. Bank reconciliations are completed each month by the set deadline."

· Purchase orders and invoices processed in a timely manner;
· Income and expenditure records updated weekly and filed correctly;

· Project claims prepared and submitted on time with adequate supporting documentation;
· Monthly cash flow forecasts produced and reviewed with management;

· Financial filing system (digital or paper) is complete, accessible, and audit-ready;
· Payroll data collated and submitted to payroll provider accurately and on time each month;
· PAYE and pension contributions submitted within HMRC deadlines. Budget re-profiles completed and submitted within funder timelines.

· Regular reports to the Manager and Board of Directors to enable decision-making; 

· All financial reports to funders submitted by deadlines; 

· Annual audit file compiled with all required supporting documentation and submitted within agreed deadlines.


	OFFICE ACCOMODATION/USE
Ensures that SCOREscotland’s  work take place in a safe environment that enables project success

	· Assist the Manager with monitoring and negotiating rental agreements;
· Maintain incident reporting and organise repairs;
· Assist the Manager in negotiating optimum insurance cover;
· Overall day to day office management;
· Organise, maintain and tidy the office area and equipment, as a team member;
· Receive and sort mail and deliveries;
· Deal with phone enquiries, as appropriate;
· Maintain asset register and inventory of items of value, to stock-take stationary. 
· Any other duties that the Manager may deem necessary. 
	· Office rental agreements are aligned with project needs and available budget. Agreements are reviewed and updated annually, with timely reminders provided to the Manager ahead of lease renewal dates."

· Incident reporting system in place;
· Annual insurance policy review completed on time;

· Office supplies available at all times with minimal stock-outs;

· Compliance with health & safety and organisational policies;

· Office maintained in a clean, safe, and organised manner;

· Equipment stored appropriately and all key assets in good repair;

· All incoming mail and deliveries logged and distributed on the same day;

· Records maintained of all incoming and outgoing correspondence.


PERSON SPECIFICATION

KNOWLEDGE

	ESSENTIAL
	DESIRABLE

	· Excellent manual and computerised bookkeeping knowledge/experience.

· Excellent financial administration skills;

· Finance qualification required or proven experience in finance work;

· Good IT skills including Word Processing, EXCEL and Xero accounting system;

· Excellent verbal and written communication skills;
· Experience of working under pressure and keeping to deadlines;


	· Knowledge or experience in using Power point and desktop publishing;

· Experience of organising events;

· Ability to speak one or more community languages;

· Experience of working with minority ethnic (ME) people;

· An understanding of ME issues including under representation and racism;
· Experience of working in the Non-profit sector;
· Experience of Board reporting;
· Knowledge of HR regulations.


ATTITUDE
	Detail oriented: maintaining accuracy and noting areas needing improvement.
Flexibility: resilient to unexpected changes ready to work flexibly to achieve goals.
Professional: acting with personal integrity, empathy and communicating clearly, while willing to accept their own and others mistakes.
Team oriented: working with others to realise greater impact.
Focussed on delivering results.


SKILLS
	Financial Management: cost control and expense management, budgeting and planning, and compliance.
Administration: policy development, information organisation systems management.
Communication: ability to communicate effectively.
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