	
	[image: ]
	



Business Support Officer (Finance)
· North Lanarkshire Disability Forum
· 25hrs per week
· £25,000 per annum 
· Based at 41-42 Civic Square, Motherwell, ML1 1TP with hybrid opportunities
· 30 month contract subject to funder
What is the role:
NLDF (North Lanarkshire Disability Forum) is a user led charity operating within the heart of North Lanarkshire. We are passionate about supporting individuals and their carers living with long term condition and/or disabilities. Through our projects we offer information and advice on community supports, eligibility for disability benefits as well as form filling support, information on people’s rights and linking people into the right services. 
We are part of the commissioned partnership to provide Administration of Engagement and Participation (Supported People) in North Lanarkshire, ensuring meaningful involvement to underrepresented groups. 
As Financial Administrator you will be expected to monitor and coordinate the financial duties of our small but successful charity who has experienced exponential growth during recent years. Improving and overseeing the financial business of the charity. Supporting the line manager with monthly and ad hoc reporting. Inspecting financial information. As part of this exciting work, we have secured additional funds to offer a small grant fund, this will be a fund available annually for small organisations in NL, access to this will be via an application process, you will be instrumental in the finance and governance of this fund.
Duties of the role:
· Maintain accurate and up‑to‑date financial records and accounting system
· Process and reconcile invoices, receipts, and payments
· Ensuring multiple funding sources are managed
· Manage accounts payable (outgoing payments)
· Manage accounts receivable (incoming income)
· Ensure correct coding and apportionment of transactions (e.g. by project)
· Monitor budgets and track spend against them and raise any discrepancies
· Support budget setting and revisions
· Produce regular financial reports (monthly, quarterly, project-based) for the committee and funders
· Support grant applications for the organisation, monitoring the adherence to finance and governance stipulations as set out in the governing document.
· Ensure compliance with financial policies and regulations
· Adhere to funder requirements and restrictions 
· Support internal and external audits and annual OSCR submission
· Liaise with accountant to supporting monthly payroll, end of year accounts and audit preparation
· Monitor staff expenses and reimbursements
· Ensure correct tax and pension deductions
· Improve financial processes and efficiency
· Ensure consistency across systems and projects
· Maintain clear financial controls and audit trails
· Ensuring multiple funding sources are managed, including that of the Partnership.
· Support the Development Manager in additional areas related to Business Services and Administration as required
· Other relevant duties as agreed by Line Manager

Person Specification
Essential/Desirable
Proficient in XERO accountancy package. (E)
Proficient in Excel (E)
Can work as a team, partnership and network (E)
Excellent communication skills (E)
Excellent organisational skills (E)
At least 2 years relevant experience (E)
Review and editing experience of business policies and procedure (D)

North Lanarkshire Disability Forum offer an 7% contributory pension. NLDF is committed to supporting a positive work‐life balance by providing suitable alternatives. Holiday entitlement is 26 days (pro rata).
Application notes
Please send a copy of your CV and a cover letter which demonstrates how your experience, knowledge and skills fulfil the requirements of the post. This should be sent to lorraine@nldforum.org.uk.
Face to face interviews will be held week beginning 13th July 2026 .
Information about our wider services can be found on our website www.nldforum.org.uk
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