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JOB DESCRIPTION:
Finance and Support Officer
	The purpose of the job:
	 To manage HealthLink360’s finance and operational procedures to support and enhance the work of HealthLink360

	Working Hours:
	12 hours per week, to be worked across 3 days (Tuesday, Wednesday and Friday). Exact working hours/days will be agreed with the successful candidate(s).

	Place of Work:
	 The majority of tasks to be carried out from HealthLink360’s clinic premises. Occasional home / remote working may be agreed in accordance with organisational policy.

	Accountability:
	The postholder is accountable to the Managing Director. 

	Primary working relationships:
	· The Managing Director
· Administration Team colleagues

	Core Tasks and Responsibilities:

	 Finance 
· Maintain an accurate book keeping system to  record all HL360 Services, Donation and Travel Clinic income and Organisational Expenditure. 
· Completion of bank reconciliations. 
· Produce monthly management accounts and financial reports and provide regular feedback to the Managing Director.
· In collaboration with the Managing Director, develop and monitor the annual budget. 
· Invoicing of HealthLink360 clients. 
· Ensure timely payment of invoices received by HealthLink360.
· Carry out monthly payroll administration, payments and reporting as required. 
· Prepare for and facilitate the preparation of HL360 Annual Accounts and ensure that the Annual Returns are completed in a timely manner.
· Ensure timely and accurate compliance reporting (Bank, OSCR, HMRC (including Gift Aid submissions), Companies House).
· To monitor and coordinate HL360’s bank account(s). 
· Provide financial updates to trustees as requested.

 Operational Support
· Coordinate with Managing Director and administrative staff to ensure necessary services (eg facilities contracts, licences and registrations, insurances etc) are in place and effectively monitored. 
· Support the procurement processes for new services and supplies. 
· To ensure that all necessary organisational insurances are in place and to liaise with insurers as necessary.
· To provide additional support to the administration of HL360’s services, where necessary.  

 Other
· Other tasks as reasonably requested.

	Key Outcomes:

	· Staff salaries and related costs will be prepared and the necessary bank authorisation completed in time for salaries to be paid on the last Thursday of each month.
· Invoices for services will be raised to HL360 clients on a monthly basis, or as they fall due. 
· Payment of creditors will be completed within the required parameters of the invoices presented.
· A finance report will be prepared together with the Managing Director in advance of each meeting of the Board of Trustees. The post holder may be invited to attend the relevant sections of trustee and operations committee meetings to present financial information and answer specific questions arising. 
· The accounts will be prepared for inspection by external accountant within 2 months of the financial years end and the postholder will communicate with the accountant in a way that facilitates auditing process.
· The bookkeeping method will facilitate the extraction of account details in such a way as to assist with the preparation of the annual HL360 budget.
· The postholder will inform the Managing Director of any updates that are identified to adequately maintain the accounts in good order.

	Limits of authority:

	· The postholder will be a signatory to all bank accounts and will require authorisation from Managing Director for all transactions. 
· All purchases over £100 will be require authorisation from the Managing Director.
· Requests for re-imbursement of funds by other staff members(over £100) will be confirmed by the Managing Director prior to payment.


Appraisal and job description review will be held after an initial probationary period and thereafter on an annual basis.

PERSON SPECIFICATION 

Required Qualification, Registration and Experience: 
	Essential
	Demonstrable knowledge of bookkeeping and basic accounting practices, and an ability to use an accounting package. 

	Essential
	Demonstrable prior experience in a similar finance officer role

	Essential
	Experience of using Microsoft365 (Sharepoint, Word, Excel, Outlook, Teams etc)

	Desirable
	Evidence of professional development beyond basic bookkeeping

	Desirable
	Previous experience working for a not for profit / charity organisation



Knowledge and Skills
· Demonstrable relevant professional knowledge acquired through training and experience 
· Proficient in use of accounting and payroll software
· Self-motivated and able to work on own initiative without close supervision and also as part of a small team
· Trustworthy and able to handle confidential information with confidence and sensitivity
· Able to communicate effectively and pleasantly in writing, by telephone and in person with a range of people from varied backgrounds, including staff, clients and suppliers. 
· Good organisational and time-management skills 
· Excellent accuracy and attention to detail
· An interest in travel health or personal experience of living or travelling overseas would be an advantage

Understanding of HL360 Vision, Values and Ethos  
Willingness to work under HealthLink360’s vision, values and ethos which embody the following: 
· Christian organisational ethos and values of care, compassion, stewardship, service and respect 
· Care of the whole person 
· A client/person centred approach 
· Prayerful direction 
· Continuous improvement 

Other Requirements
· A successful candidate will be required to provide:
· Details for 2 referees
· Proof of qualifications. 
· Appointment will be subject to:
· Receipt of satisfactory references
· Satisfactory Level 1 Disclosure. 
· Confirmation of ID to check they are eligible to work in the UK.

HealthLink360 is a company limited by guarantee, registered in Scotland No SC392981, Scottish Charity No SCO 00948 
Registered address: Edinburgh International Health Centre, Carberry, Musselburgh EH21 8PW
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