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The Ayrshire Community Trust

Job Description

Post: 


Finance Administrator 
Responsible to: 
Executive Director
Salary: 

£26,195 - £33,470 pro-rata (dependent on experience)
Hours: 

16 hours (part-time post)
Location: 

Vernon Street, Saltcoats 
TACT is looking for one exceptional and experienced individual to become a core member of the team. 

The Role 

The Finance Administrator is responsible for maintaining the Company's financial records, credit control, processing payments, forecasting and preparation of accounts. This is a fantastic opportunity for someone with a financial background to join a small but dedicated office team, working for a very well-established charity organisation. 

About TACT:

The Ayrshire Community Trust (TACT) is a charity based in North Ayrshire that provides programmes and projects that make a difference to people’s lives by encouraging, supporting and promoting community action.

Employee Benefits: 

1. Real Living Wage Employer

2. Four Day Working Week (Monday to Thursday)
3. 8% Employer Pension Contributions (after probationary period)
4. Access to Employee Supported Volunteering

5. Carer Positive Employer

6. Disability Confident Employer

Summary of main responsibilities: 
The Finance Administrator will work with the Executive Director and Board appointed Finance Representative (Treasurer) to ensure the company finances are efficiently and effectively managed. This will include maintaining accurate accounting records, setting up payments, managing invoices, tracking expected funding and the preparation of monthly salaries.
Additionally, the role involves providing financial support to the wider management team, in particular Project Leads on the various projects under TACT management and Board of Trustees.
Person Specification: The successful candidate will have:
● 
Experience in small business finance. 
● 
Have a relevant qualification or be qualified by experience.

● 
An excellent financial acumen with attention to detail and the ability to present financial information clearly to a range of audiences. 
● 
A sound understanding of office practices and procedures.

● 
Practical bookkeeping and salary preparation experience along with a thorough knowledge and understanding of financial systems. 
● 
Ability to organise and manage own work to meet deadlines under pressure and work flexibly in response to changing priorities.

● 
Confident inter-personal skills and commitment to working collaboratively.
● 
Excellent IT skills, with good working knowledge of MS Office and advanced user of Excel.  Working knowledge of accounts and payroll software. Knowledge of Sage Accounts and Sage Payroll software’s would be an advantage but not essential.
Job Description: 

● 
Manage day to day finances of the company on behalf of the Senior Management.

● 
Maintain and update all bookkeeping records on accounts software

● 
Process all invoices and prepare payments for authorisation, ensuring payments are made when due.

● 
Preparation and input of all accounting transactions – receipts and payments, invoices, wages, petty cash, journals
● 
Ensuring correct accounting treatment of income and expenditure, in particular relation to funding and projects.

● 
Maintain and update cashflow forecast working with the Executive Director 

● 
Ensure efficient credit control 

● 
Act as point of contact for all supplier billing queries.

● 
Assist with preparing budgets for projects and fundraising and transpose onto Sage for reporting 

● 
Assist with preparing the annual company budget 

● 
Prepare monthly management accounts 

● 
Contribute to project budget evaluation and development meetings

● 
Provision of information for production of annual accounts and other required financial returns, working with Treasurer and Auditors as required and ensuring readiness of.

● 
Work with Auditors in preparing all accounts and associated paperwork in preparation for annual audit and readiness for the AGM.

● 
Process the company's payroll and associated tasks to deliver all processes including preparation of data ensuring salary payments are processed on time (currently 15 paid staff).
● 
Prepare regular submissions to HMRC, pension companies and Credit Unions and to ensure compliance.
Because of the changing nature of our business your job description will inevitably change. You will, from time to time, be required to undertake other activities of a similar nature that fall within your capabilities as directed by the Board of Directors. 
