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Lothian Centre for Inclusive Living
Job Description
Post Title:
Assistant Finance Officer

Hours of Work:

Part-Time 21 hours per week (0.6 FTE). 

There is no overtime for such work and LCIL’s TOIL policy will apply.

Post Salary:


£15,015 pro rata per annum 

(£25,025 per annum for a full-time post)
Duration of Contract:
Fixed term until 31st January 2029. Depending on funding and performance, this could be extended.

Scope: 



The post covers all LCIL’s services
LCiL offers a hybrid model of working with the main base at LCIL’s Office in Edinburgh. 
Responsible to:
        

Finance Officer

Purpose of the Role
LCiL adopts a rights-based approach to both strategy and service delivery. Our advice, information, and support services actively promote and seek to protect the human rights of disabled people, individuals with long term conditions, and their carers. By working in partnership with others, we also strengthen the capacity of duty-bearers to understand, implement and uphold these rights, ensuring they can be held to account.

The Assistant Finance Officer plays a key role in supporting the efficient and effective operation of LCiL's finance function. The postholder will provide high-quality financial administration, book-keeping, and credit control support, ensuring accurate financial records, timely processing of transactions, and compliance with organisational policies and procedures.

The role will support the Finance Officer in maintaining robust financial controls, assisting in the preparation of information for management reports and audits, monitoring income and expenditure, and ensuring strong debtor and creditor management processes. The postholder will also provide first-line support for finance-related enquiries and deputise for the Finance Officer where appropriate.

We are committed to supporting applicants to succeed in their application to join LCiL. To support this, interview questions will be provided in advance to all shortlisted candidates.

We welcome applicants to share the full range of skills and experience they can bring to this role. While the ability to respond spontaneously to questions can be valuable, it is not always essential. We recognise the importance of allowing time to reflect, consider information carefully, and prepare thoughtful responses, so that candidates can showcase their strengths and present the best version of themselves at interview.”

If you require any support during any part of the recruitment process, please contact HR@lothiancil.org.uk 
Main Duties
Financial Administration and Processing

· Process purchase invoices, sales invoices, payments, receipts and journals accurately and within agreed timescales. 

· Assist the Finance Officer in verifying invoices against contracts, purchase orders and agreed expenditure, ensuring correct coding and authorisation procedures are followed. 

· Monitor invoice approval processes, following up outstanding approvals with managers and budget holders. 

· Prepare bi-weekly payment runs, including verification of supplier details and uploading payment batches for authorisation. 

· Perform daily bank reconciliations and investigate discrepancies promptly. 

· Maintain accurate and up-to-date accounting records within Xero and other financial systems. 

· Monitor bank activity, identify unusual transactions or potential financial risks, and escalate concerns appropriately. 

· Process childcare voucher claims and other routine financial claims as required. 

· Maintain comprehensive audit trails and supporting documentation in accordance with organisational procedures and GDPR requirements.

Sales Ledger and Credit Control
· In coordination with the Finance Officer, Raise sales invoices to local authorities, funders and contracted organisations in line with contractual agreements and payment schedules. 

· Monitor debtor accounts and reconcile incoming payments against outstanding invoices. 

· Asist with producing account statements, supporting documentation and proof of charges where required. 

· Investigate unpaid invoices, arrears and payment discrepancies. 

· Communicate professionally with service users, local authorities and other stakeholders regarding outstanding balances where appropriate.

· Issue payment reminders and support repayment arrangements where appropriate. 

· Assist with managing the credit control inbox and responding to debtor queries in a timely manner. 

· Escalate significant debt recovery concerns to the Finance Officer and Operations Manager.
Payroll and Finance Support

· Assist with payroll checking activities and ensure supporting documentation is complete. 

· Upload payroll payment files for approval and processing. 

· Prepare and submit Access to Work claims and maintain supporting records. 

· Track and reconcile payments received against submitted claims. 

· Provide administrative support relating to pension, payroll and employee benefit processes as required.

Financial Records, Systems and Reporting
· Maintain accurate electronic and paper-based financial records.
· Support the preparation of monthly reconciliations and management information. 
· Assist with monitoring income, expenditure and financial data across services and projects. 
· Support the allocation and coding of expenditure across restricted, designated and unrestricted funds. 
· Assist with preparation of Monthly cashflow updates on a weekly basis.
· Assist with data collection and reporting requirements for funders, managers and auditors. 
· Produce routine financial reports and information as requested by the Finance Officer or senior management.
Audit, Compliance and Continuous Improvement

· Assist with the preparation of documentation required for annual audits and financial reviews. 

· Ensure records remain complete, accurate and audit-ready throughout the year. 

· Contribute to the development, review and updating of financial procedures and work instructions. 

· Support continuous improvement of financial systems, processes and controls. 

· Assist with compliance monitoring in relation to organisational policies, financial regulations and funder requirements.

Stakeholder Engagement

· Act as a first point of contact for finance-related enquiries from suppliers, service users, local authorities, contracted organisations and colleagues. 

· Manage finance and credit control inboxes, responding to queries promptly and professionally. 

· Maintain positive working relationships with colleagues, managers, auditors, funders and external organisations. 

· Attend meetings and represent the finance function where required. 

· Deputise for the Finance Officer during periods of absence, including attendance at internal meetings and responding to routine financial enquiries.

General

· Prioritise workload effectively and manage competing deadlines. 

· Contribute to the effective operation and development of the finance function. 

· Participate in supervision, training and continuous professional development activities. 

· Work collaboratively within agreed hybrid working arrangements and support effective team working. 

· Undertake any other reasonable duties appropriate to the grade of the post.

Health & Safety Executive (HSE) Responsibilities and Accountabilities

· Take responsibility for the health, safety, and wellbeing of self and others.

· Demonstrate a visible commitment to health and safety requirements and report concerns appropriately.

· Undertake designated responsibilities and key-holder duties where required.

· Ensure compliance with fire prevention, health and safety, and related statutory requirements.

Regular Interface with Stakeholders
· Disabled people, individuals with long term conditions, older people and carers.

· LCiL’s treasurer, trustees, staff, volunteers and members.

· Other Disabled People Organisations.

· Funders.

· Auditors.

· Banks and financial institutions. 

· Suppliers and contractors. 

· Local authorities and public bodies. 

· Partner organisations and stakeholders across relevant sectors.

· Members of the public.

Supervision and Support

· The postholder will report to the Finance Officer and receive regular supervision, support and guidance.

· The postholder will attend team meetings, training courses, LCiL events as required on a periodic and regular basis, including supervision, multi-agency fora and other meetings appropriate to the role.
Performance Indicators

· Financial transactions are processed accurately and on time. 

· Bank reconciliations and records are maintained accurately. 

· Sales invoices, supplier payments and credit control activities are completed promptly. 

· Financial records are accurate, compliant and audit-ready. 

· Finance queries are handled professionally and within agreed timescales. 

· Payroll support and claims are processed accurately and within deadlines. 

· Financial procedures and controls are followed consistently. 

· Effective support is provided to the Finance Officer and wider organisation.

Complexity and Creativity

Lothian Centre for Inclusive Living (LCiL) is an innovative and dynamic organisation that has a significant impact on the lives of disabled people, their families and carers.

The Assistant Finance Officer must demonstrate strong analytical skills, accuracy, attention to detail, initiative, and sound judgement within a complex financial environment. The role requires an understanding of charity finance, financial governance, and a commitment to the Social Model of Disability and the Independent Living philosophy.

The postholder will be expected to manage competing priorities, maintain confidentiality, interpret financial information, and contribute to LCiL's financial sustainability within an evolving economic and funding environment.

LCiL is a Disability Confident employer and is led and managed by disabled people. It is essential that the postholder is able to work effectively within this value-led organisational context.

All successful applicants will be subject to PVG (Protecting Vulnerable Groups) Scheme membership. 
Person Specification
Job Title: Assistant Finance officer

	
	
Essential
	
Desirable

	Education & Qualifications
	· HNC, AAT Level 2 Diploma in Accounting, Bookkeeping, Finance, or an equivalent professional qualification, or qualified by demonstrable track record and experience.
	· Degree-level qualification in Accounting, Bookkeeping, Finance, or an equivalent professional qualification.

	Skills and Abilities
	· Excellent communication and interpersonal skills.

· Experience using XERO accounting software and financial systems. 
· Strong analytical and numerical ability.

· Excellent attention to detail and accuracy.

· Proficient in Microsoft 365 applications, particularly Excel. 

· Ability to prioritise workloads and meet deadlines.

· Ability to work independently and as part of a team. 

· Good organisational, time-management, and record-management skills. 

· Strong planning, organisational, and skills.
· Ability to communicate financial information clearly to non-finance colleagues.

· Good problem-solving skills.
· Comfortable with data entry, reconciliation and maintenance of financial records.

· Ability to build effective working relationships with a wide range of stakeholders.
	· Advanced Excel skills including formulas, pivot tables, data analysis and reporting. 
· Experience improving procedures and developing work instructions. 
· Ability to deputise confidently for senior finance staff.

· Experience using SAGE accounting software.




	
	
Essential
	
Desirable

	Experience & Knowledge


	· Experience of financial administration, processing, bookkeeping, and reporting.
· Experience processing invoices, payments and reconciliations. 
· Experience of credit control or accounts receivable processes. 
· Experience maintaining accurate financial records and audit trails.
· Understanding of basic accounting principles. Experience maintaining financial records and audit trails.
· Understanding of confidentiality and GDPR requirements.


	· Experience working in the voluntary, community, or third sector.

· Knowledge of the Independent Living Movement and Social Model of Disability.

· Experience working within a user-led organisation.

· Experience contributing to annual audits and statutory reporting processes.

· Experience supporting payroll processes. 
· Understanding of Trial Balance, Profit & Loss and Balance Sheet reporting. 
· Understanding of charity finance and fund accounting. 




