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Job Description

Post:			Assistant Finance Officer	 
(EVH grade 6 -  points 17-20)

Reporting to:	COO/CEO

Summary

The AFO will work directly for the COO and CEO, carrying out a range of finance and administrative work. The duties will be varied but will focus on key financial and reporting processes. 

They will require acute awareness of how their work interacts with other activities within the organisation. They will have a wide range of internal and external contacts in relation to the work they perform. They will be expected to successfully conclude business issues involving a wide range of people and situations. This will include working with and advising other staff within WGHC.

The AFO will not receive detailed supervision on the bulk of their core tasks. Judgement will feature routinely in determining which matters need to be referred to seniors and which do not. They will be expected to suggest solutions to administrative difficulties and to contribute to proposed procedural changes.  The AFO will carry out all financial and administrative duties as required with WGHC’s Financial Agent.


Financial Administration

The list below is not exclusive. You will be involved in all finance related activity. In some cases you will be the primary agent, in others you will be checking and reconciling transactions recorded by others.
Income and Banking
Checking office receipts and reconciling cash accounts on a daily basis 
Recording rent and service charge receipts ( including cash, debit cards, standing orders, housing benefit, universal credit)
End of period and other relevant rent accounting procedures
Reconciling general ledger with rent accounting totals 
Raising invoices for transactions other than rent and service charges
Monitoring accounts receivable
Preparation and recording of cash and cheques for deposit to bank
Depositing cash and cheques to bank 
Reconciling all bank statements on a weekly basis
Reconciling credit card statements on a monthly basis
Reconciling loan accounts on a quarterly basis

Expenditure and Payments
Recording all invoices on Homemaster accounting software;
Checking claims for payment are duly authorised and certified
Recording direct debit, standing order and credit card payments 
Monitoring accounts payable 
Administration of petty cash expenditure
Office stationery and supplies purchasing

Payroll
Collating and passing all payroll information to our financial agent for the processing of salaries
Issuing pay slips as required

Internal Audit
Under the direction of the CEO/WGHC Financial Agents carry out internal controls including sampling of record keeping across all functions
Monitoring administration of receipts and payments in relation to financial regulations
Raising any concerns about financial administration with the CEO, Treasurer or Auditor as appropriate 

Quarterly Financial Reports and Statutory Returns

In relation to these tasks your role will mainly be to assist the CEO/WGHC Financial Agents by gathering information, proof reading and arithmetic checking, printing and distribution.

Assist in the preparation of annual budgets, management accounts, financial statements and reports 
Assist in the preparation and issue of business plans, committee and subcommittee reports and annual reports to shareholders
Assist in the timely completion of annual returns to statutory agencies including the Scottish Housing Regulator, Financial Conduct Authority and HMRC


Other related duties
Management of Share Membership Register 
Preparing and Issuing of Membership Certificates
Ordering office consumables (including stationery)
Any other reasonable related duties
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West Granton Housing Co-operative Limited is a fully mutual housing co-operative 
registered as a social landlord with the Scottish Housing Regulator (HAC 225); and is a 
registered society under the Co-operative and Community Benefit Societies Act 2014 (2357 RS).
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