	
	
	



[image: ]JOB DESCRIPTION 
Job Title: Finance Officer
Hours: 28 hours per week
Location: Hybrid (office and opportunity for home working)
Reporting to: Collective Staff group / Trustees
Job Purpose
The Finance Officer is responsible for the full financial management of the organisation, ensuring financial sustainability, compliance with regulatory requirements, and effective use of resources to support women, children and young people.
The postholder plays a key role in supporting strategic decision-making, securing funding, and maintaining strong financial systems and relationships with funders and external stakeholders.
Key Responsibilities
1. Financial Management & Control
· Maintain full oversight of all financial operations, ensuring accuracy, transparency and accountability 
· Manage and maintain all financial ledgers including general, sales and purchase ledgers using Zoho Books 
· Process and authorise payments, monitor incoming funds and oversee all bank transactions across platforms including Unity Trust Bank, PayPal and GoCardless 
· Prepare and post journals including prepayments and accruals 
· Carry out regular bank reconciliations and ensure effective cashflow management 
· Maintain robust financial controls and procedures in line with best practice 
2. Budgeting, Monitoring & Reporting
· Lead the development of the annual organisational budget in collaboration with colleagues 
· Produce regular management accounts with analysis and commentary 
· Monitor organisational and project budgets to ensure effective use of restricted and unrestricted funds 
· Provide financial reports to the collective and trustees to support decision-making 
· Develop and maintain financial forecasting to support sustainability 

3. Funding & Grants
· Lead on the financial aspects of funding applications, including full cost recovery and project budgeting 
· Contribute to and, where required, prepare funding applications 
· Complete interim and end-of-project financial monitoring reports for funders 
· Track expenditure against grant conditions and ensure compliance with funding requirements 
· Build and maintain strong relationships with funders and external partners, including attending meetings 
4. Payroll & Pensions
· Administer payroll using Sage Payroll, ensuring accuracy and compliance with HMRC requirements 
· Manage pension contributions and auto-enrolment through NEST 
· Maintain payroll records and complete year-end processes 
5. Audit, Compliance & Governance
· Prepare financial records to trial balance and lead on year-end processes 
· Act as the main point of contact for external auditors, preparing audit files and responding to queries 
· Ensure timely and accurate submission of annual returns to OSCR 
· Maintain up-to-date knowledge of financial regulations and charity compliance requirements 
· Support the development and review of financial policies and procedures 
6. Systems & Data Management
· Maintain and develop financial systems and processes to improve efficiency and reporting 
· Utilise advanced Excel skills for financial analysis, reporting and data management 
· Work across a range of digital systems including OASIS case management system, Microsoft 365 (including SharePoint and Teams), and online banking platforms 
· Support the integration of financial data with wider organisational reporting 




7. Organisational & Collective Responsibilities
Although East Dunbartonshire Women’s Aid became a SCIO in 2017 the principles of collective working which have informed the work of the group since its inception in 1982 are maintained within the new SCIO Constitution which states that these principles “should be embraced and encouraged for the future”.
The main shared and collective responsibilities for EDWA staff are: -
· To share the day to day managerial responsibility for directing and delivering the services of the group.  
· To liaise with co-workers to ensure that all aspects of the service are covered.  
· To ensure that the group operates to the highest possible standards and adheres to the Care Inspectorate’s National Care Standards, the SSSC Codes of Practice for Employers of Social Service Workers, the Scottish Women’s Aid National Service Standards, the requirements of OSCR and any other relevant legislation. 
· To contribute to the development and review of the group’s Policies and Procedures and to ensure that these are implemented and adhered to. 
· To attend the weekly Collective Team Meetings and to take an active role in these, e.g. chairing, and also to attend any sub-groups required by the specific job remit. 
· All staff (as members of the SCIO) are entitled to attend the Business Meetings and to take part in the discussions. However, the Constitution states that only those staff who are elected/appointed as Trustees will count towards the quorum and will be able to participate in formal votes. 
· To maintain Time Sheets and submit on a weekly basis via OASIS. 
· To participate in updating the OASIS database, e.g. with information about current service users. 
· To take responsibility with colleagues for ensuring that all Health and Safety requirements are met and policies complied with. 
· To participate in the publication of the group’s Annual Report.  
· To participate in the recruitment of new staff (e.g. in the short-listing process).  
· To participate in strategic and multi-agency work, e.g. local and national partnerships and forums, to ensure that the issue of domestic abuse/gender based violence remains high on the agenda of all relevant partner agencies. 
· To participate in publicising the work of E.D.W.A.  
· To work in partnership with the Scottish Women’s Aid national network, the local authority and other relevant partners to inform the public and governing bodies on the issues surrounding domestic abuse. 
· To promote and develop Service User Involvement within the work of the group to ensure the continuous improvement of services. 
· To develop and maintain effective reporting, evaluation and monitoring systems to review the effectiveness of service delivery and in line with the requirements of funders and other stakeholders. 
· To produce reports as required, including monitoring and evaluation reports for funders, such as the local authority, Care Inspectorate, and other stakeholders. 
· To share oversight of the financial management of the group, including the monitoring of budgets, to ensure that the group is operating on a sound financial basis and within the requirements of OSCR. 
· To participate in fundraising (for general purposes and also for specific projects relating to the job remit). 
· To co-operate in ensuring that the 24 hour on-call service is covered and to ensure that service users are provided with an appropriate response in emergency situations which might arise out of hours. (Participation in the On-call service is voluntary and workers who participate are remunerated with a 7.5 % Unsocial Hours Payment.) 
· To keep up to date with relevant training necessary for the job remit to improve the standards of the service, and to ensure the professional development of the group’s workforce and compliance with the regulatory framework. 
· To participate fully in Support and Supervision and Appraisal. 
· To work flexibly to meet the identified needs of the service and services users. This may involve work outside normal office hours.   
· To carry out any other duty commensurate with the role and as requested by the group.

Person Specification
Essential
· Significant experience in financial management, ideally within the charity or public sector 
· Strong working knowledge of budgeting, financial reporting, and audit preparation 
· Experience of preparing financial information for funding applications and monitoring reports 
· High level of proficiency in Excel, including use of formulas and data analysis 
· Experience using accounting and payroll systems 
· Strong understanding of financial controls and regulatory compliance 
· Ability to manage a varied workload independently and meet deadlines 
· Excellent communication skills, including the ability to present financial information clearly to non-financial colleagues 
· Commitment to the values and ethos of Women’s Aid and supporting those affected by domestic abuse 
Desirable
· Experience of working within a Women’s Aid or similar organisation 
· Knowledge of charity regulation and reporting requirements 
· Experience using Zoho Books or similar cloud-based accounting systems 
· Experience of working within a collective or non-hierarchical structure 
· Experience of contributing to organisational strategy and business planning 
· Knowledge of housing benefit systems and refuge-based services 

Additional Information
· The role is 28 hours per week with flexible and hybrid working arrangements 
· Some evening or occasional out-of-hours work may be required 
· Participation in the on-call service is optional and remunerated separately
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