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Job Title 		Finance Officer
Reporting to		Trust Treasurer (TT) and Trust Manager (TM) 
Working Hours	10 hours per week
Salary		£29,000, pro-rata
Holidays		30 days pro-rata, (including public holidays) 
Location		Whitburn Community Centre, Manse Road, Whitburn
Contract Type		One-year fixed-term contract, with the possibility of extension subject to continued funding and the Trust’s operational requirements.
_________________________________________________________________________________

We are offering this part-time role with a salary of up to £29K pro-rata, commensurate with experience. Collaborating closely with the Trust Treasurer (TT) and Trust Manager(TM), you will perform a vital function within the team, ensuring the Trust’s financial performance is accurately reported, reviewed, and tracked.
_________________________________________________________________________________
Duties
· Check and create invoices for lets, events or other items under the Trust umbrella.
· Reconcile all petty cash and floats relating to the community centre, community fridge and other events or activities delivered under the Trust’s umbrella.
· Post other incomes not produced through invoices.
· Process supplier invoices and organise supplier payment runs in a timely manner.
· Administer payroll payments.
· Bank, balance sheet and funding reconciliations.
· Credit Control.
· Analyse Financial data.
· Support TT & TM to prepare and monitor monthly budgets.
· Support TT in preparing of finance reports for board, funders and stakeholders
· Supporting other day-to-day functions of the Trust
· Any other duties as deemed necessary by the TT and/or TM
_________________________________________________________________________________________
Person specification

	Area
	Criterion
	Essential / Desirable

	Experience
	Hands-on experience in bookkeeping or financial processing, including bank reconciliations and accurate ledger maintenance
	Essential

	Experience
	Experience managing invoicing, supplier payments and debtor accounts
	Essential

	Experience
	Experience managing restricted or project funding within a charity or community organisation
	Desirable

	Knowledge
	Strong knowledge of bookkeeping principles, financial controls and confidentiality requirements
	Essential

	Systems
	Confident user of accounting software such as QuickBooks
	Essential

	Systems
	Proficient in spreadsheets, email and digital record-keeping systems
	Essential

	Qualifications
	Relevant qualification in bookkeeping, accounting or finance, or equivalent practical experience
	Essential

	Qualifications
	AAT, IAB or equivalent recognised qualification
	Desirable

	Skills
	Excellent numerical accuracy, attention to detail and ability to resolve discrepancies
	Essential

	Skills
	Ability to prioritise competing deadlines and work independently within established procedures
	Essential

	Communications
	Ability to communicate financial information clearly and professionally to non-finance colleagues and trustees
	Essential

	Communications
	Ability to work collaboratively as part of a team
	Essential

	Values
	Commitment to integrity, accountability, confidentiality, equality and the goals of a community-led charity
	Essential





Our Values

	Honest

	Collaborative

	Trustworthiness

	Compassionate
	Dynamic
	Dedication


	We are honest and open to staff, volunteers, members and the community to build meaningful relationships.
	We will work collaboratively across our projects to ensure the best outcome is achieved. 

	We will strive to build trust within the community as the anchor organisation.

	Will be socially inclusive across our projects to remove barriers and support the whole community. 

	We will seek to be dynamic as an organisation to ensure we respond to the need of the community
	We will show commitment to our values and to the organisation by working consistently for the benefit of the whole community




Our Mission Statement
To continue to strengthen our organisation to continue to support, co- ordinate and lead a range of projects and activities in partnership with the community and local organisations, to create a dynamic community and achieve positive outcomes for the town and its people. 

Please email your CV and a supporting statement of no more than two pages to Whitburncdt@yahoo.co.uk In your statement, give specific examples of how your skills, experience and qualifications meet the essential criteria in the person specification. You may also address the desirable criteria.
Application closing date: 5 pm on Sunday 8th November 2026.
Interviews: Expected to take place on 13th November 2026.




image1.jpeg
WHITBURN
Comm®¥nity
Development Trust
At the heart of the commanity ¢




