JOB DESCRIPTION    

EAVES HOUSING FOR WOMEN

FINANCE TEAM

Job Title:

FINANCE OFFICER 

Responsible To:
Finance Manager
Responsible For:
N/A
SP24 - 28

___________________________________________________________________________

Job Purpose

To provide a comprehensive financial administration/book-keeping service to Eaves Housing, in accordance with policies and procedures, statutory requirements and financial standing orders.

Key Tasks and Responsibilities
1
PURCHASE/SALES LEDGER

1.1
To maintain the purchase ledger in accordance with the Financial Standing Orders.

1.2        To code and record all invoices accurately and make prompt payments.

1.3
To prepare a monthly reconciliation.
1.4
To raise sales invoices as requested and ensure payments are received.
2
CASH AND BANK

2.1
To be responsible for the administration of Eaves bank accounts.

2.2
To administer the petty cash system.

2.3      To prepare cheques as required and make payments from petty cash in accordance   

             with Eaves’ financial regulations.
2.4      To process and manage hardship applications, living and travel allowances for 

service users.

2.5
To code and record all payments accurately.

2.6       To record, code and bank all funds received promptly.

2.7       Prepare cash request to the bank and administer all cash requests from teams.
3
FINANCIAL ADMINISTRATION AND BUDGETARY CONTROL

3.1
To keep the financial management accounting systems up to date in accordance with statutory requirements and professional accounting standards as directed by the Finance Manager
3.2      To assist in preparing monthly management accounts.

3.3       To provide financial information to service managers as requested by the Finance Manager

3.4      To provide information and schedules for the audit and to deal with audit queries.

4
PAYROLL

4.1
To prepare salary payments for staff and temporary staff in accordance with Eaves policies and in consultation with the Human Resources and Administration Manager; to reconcile the payroll on a monthly basis, and ensure that the necessary amounts are paid to the Inland Revenue for tax and National Insurance.

4.2
To liase with the Inland Revenue and the Department of Social Security to ensure accurate payment of tax and National Insurance.

4.3       To prepare all necessary year-end returns

4.4        To administer Eaves pension schemes 

4.5        To administer Eaves Unions schemes

5 ANY OTHER DUTIES

5.1       To assist in keeping the financial management accounting systems up to date 

in accordance with statutory requirements and professional accounting standards as directed by the Finance Manager.

5.2       To provide financial information to service managers as requested by the Finance 


Manager.

5.3       To provide information and schedules for the audit and to deal with audit queries.
5.4       To contribute to the development and review of the financial systems.
5.5
RSL reports in conjunction with staff working in accommodation based roles
5.6       To undertake any other duties commensurate with the grade of this post as directed 
             by the Finance Manager.  This will include deputising in the absence of the Finance 
             Manager.

6.
Core Criteria for all Staff
6.1       To promote the aims and objectives of the organisation and ensure that all contacts 
             with external people and organisation fully reflect the professional approach of the     

             organisation.

6.2        To develop and maintain effective working relationship with all relevant statutory and 
             other agencies.

6.3        To achieve personal and team performance targets identified on an annual basis.

6.4         To work flexibly as a member of a team and the organisation.  To ensure all 
              contacts both within the team and with other teams assist the smooth running of the 
              organisation.

6.5       To share relevant information and expertise within the organisation.

6.6       To keep all records, statistic and qualitative information in accordance with Eaves 
            Policy and Practice.

6.7       To be self servicing and contribute towards the development of information 
            technology within Eaves.

6.8       To attend and make best use of regular supervision sessions and participate in 
            relevant training.

6.9        To work within Eaves statement of intent an equal opportunities.  To promote the 
             equal opportunities policy and anti-discrimination practice in all areas of Eaves' work.

6.10  To work within Eaves Health and Safety and all other policies and procedures.
6.11
To work with volunteers as required 
6.11  To carry out any other duties that may reasonably be requested.
SENIOR FINANCE OFFICER - PERSON SPECIFICATION
	Criteria
	App
	Int

	Knowledge and Experience
	
	

	1.         Financial experience and knowledge of underlining principles of  

            double entry book keeping.
	√
	√

	2.         Literacy and numeracy skills that will enable the post holder to  

            have the knowledge of the procedures for a range of tasks,                     some of which are relatively complex.
	√
	√

	3.
Demonstrable knowledge of  the preparation of management accounts, accounts to trial balance, computerised accounting systems and financial controls
	√
	√

	4.
Understanding of the key criteria involved in operating a purchase ledger and a payroll system to enable these functions to be carried out after instruction
	√
	√

	5.
Experience of using/building spreadsheet models
	√
	√

	6.         Experience of using financial accounting databases.
	√
	√

	7.
Comprehensive understanding of and commitment to equality and diversity
	√
	√

	Skills and Abilities
	
	

	8.
Ability to write and present clear, concise and accurate reports
	√
	√

	9.
Ability to interpret financial information and present key issues
	
	√

	10.
Ability to present accurate financial information in a clear and accessible format
	
	

	11.
Ability to progress a programme of work without day-to-day line management input
	
	√

	12.
Ability to communicate effectively with a wide range of contacts
	
	√

	13.
Ability to self service including use of word processing package to produce documents presented to a good standard*
	√
	√

	Attitudes
	
	

	14.
Understanding of and empathy with Eaves aims and commitment to vulnerable women and the eradication of violence against women
	
	√

	15.
Attention to detail and completion of tasks
	
	√

	16. A flexible approach and willingness to carry out a wide range of tasks using your own initiative 

17. 
	
	√

	Other
	
	

	17.
Good attendance record and ability to cope with pressure
	
	√


2

