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Royal Edinburgh Hospital Patients Council (SCIO)
Finance, Admin and Business Officer Job Description

Job Title:  Finance, Admin and Business Officer
Salary:      £27,427 (pro rata, p/a, i.e. £15,132)
Hours:      20 per week
Purpose of post / organisational role
To create and maintain professional financial, administrative and business systems for the REH Patients Council (SCIO), ensuring the smooth running of all current financial, accounting, payroll and business functions; to develop business cases for new sources of funding/ activity;
(a) to be at the forefront of financial system decision-making, record-keeping and contractual monitoring in the organisation;
(b) to share defined administrative duties with the Project Organizer;
(c) to assist the Project Director to develop and secure future business and funding for the REH Patients Council (SCIO); 
(d) to be willing to assist in the facilitation of occasional group advocacy tasks, as and when required.
Approach
It is essential that the Finance, Admin and Business (FAB) Officer works with the Project Director and Project Organizer at all times, to ensure that the views of the membership, the Board of Trustees and the collective advocacy goals of the REH Patients Council (SCIO) are being reflected at all times, specifically in relation to financial, administrative and business matters. It will be important that the FAB Officer works in an inclusive and accessible way, bearing in mind the mainly lived experience-led nature of the organisation and the work we do. They will help ensure that the REH Patients Council (SCIO) provides a safe and effective environment, where members can express their views, be heard and influence the overall direction of the organisation, operating as a viable, going concern.
Main responsibilities
· To support the REH Patients Council (SCIO) to perform and develop its core collective advocacy role, by creating and maintaining proper, professional financial, accounting and business systems, procedures, policies and practices;
· To maintain the organisational accounts, setting budgets, producing periodic financial and contract monitoring reports, and creating business plans as required by funders and other partners;
· To create and maintain accessible financial information spreadsheets and budgets;
· To perform the organisations’ banking tasks;
· To administer and oversee the organisation’s pension scheme;
· To organise comprehensive, cost-effective company insurance policies;
· To deal with the organisations’ tax liabilities (PAYE) and liaise with HMRC;
· To produce all financial and organisational reports annually for the AGM in line with all charity law, auditing and accounting rules;
· To organise, publicise and promote the AGM; to be responsible for producing and circulating all paperwork i.e. reports, minutes, agenda, invitation letters, posters, nominations and voting forms, maintaining the membership list and trustees’ details etc.
· To assist the Project Director in securing new business and new sources of funding;
· To assist the Project Organiser to fulfil the administrative aspects of recruitment, selection and personnel or HR issues;
· To keep the REH Patients Council (SCIO) Board of Trustees apprised of the above financial, administrative and business matters on a regular basis;
· To order and maintain adequate office and stationery supplies.
· To action all matters of payroll in all departments of the organization.

Learning and Development
You will be expected to participate in ongoing learning and development as identified through supervision and appraisal. You may also request specific training and the REH Patients Council (SCIO) will endeavour to meet such requests, dependent on available resources.
Accountability
The FAB Officer will be accountable to the Project Director, who will provide supervision and line management. The Project Director is in turn supported by the Board of Trustees of the REH Patients Council (SCIO) which is the employer of all Patients Council staff. 
Supervision
The FAB Officer will be supervised by the Project Director.
Conditions of Employment
The REH Patients Council (SCIO) Terms and Conditions will apply.
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