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RECRUITMENT INFORMATION PACK

FINANCE ADMINISTRATOR
 2016

Welcome 

Thank you for your interest in applying to the School for Social Entrepreneurs. We have put together some information below which we hope will help you understand the organisation and the role.  For more information please visit www.the-sse.org.uk. 
About the School for Social Entrepreneurs
The School for Social Entrepreneurs (SSE) is the leading UK provider of learning programmes that support and develop social entrepreneurs: individuals working entrepreneurially to create social benefit.
We run practical learning programmes aimed at helping develop both the individual social entrepreneur and their organisation: our approach, and belief, is that social change is people-powered, and that the most valuable assets and resources we have are human ones. SSE supports social entrepreneurs who are working on a ‘live’ social project, through long and short duration ‘action learning’ programmes, comprising action learning sets, study sessions, expert witnesses, project visits and individual tutoring and mentoring. 
In addition to the London School, based at London Bridge, SSE has a network of Associate Schools (a social franchise) comprising eight schools across the UK, one in Australia, one in Canada and one in India.
SSE is currently delivering a UK-wide five-year learning programme in 12 UK locations with the support of Lloyds Banking Group and Big Lottery Fund.  SSE also has strategic partnerships with PwC, Linklaters, RSA Group and others. 
SSE is a registered charity and company limited by guarantee, established by serial social entrepreneur Michael Young in 1997.

The Finance Team 

This role is part of the Finance Team which consists of a part-time Financial Controller, a full time Finance Manager and a full time Finance Administrator.  The team is responsibile for  the overall financial management, and the financial reporting of the charity and its trading subsidiary. 
Job Description

Role Purpose

The purpose of this role is to provide Financial Processing, Reporting and Administration– taking responsibility for a number of key tasks within the finance team, providing support to the Financial Controller and Finance Manager and managing administration for the Finance Team.

This is a varied role with opportunities for professional development that requires someone with strong writing, numeracy and administration skills and a keenness to learn more about the finance function and its role at SSE.

Key Responsibilities


Financial Processing and Reporting
· Undertaking weekly payment runs including payments to suppliers and grants to students and recording payments on Sage Line 50.  This would include maintaining the Purchase Ledger and dealing with any queries.

· Maintaining Petty Cash including preparation of analysis and recording 
· Assisting with monthly payroll including payment of staff pensions and monthly allocation of payroll information between departments to support the Finance Manager in preparing entries for Sage Line 50
· Accounting for staff credit card payments including transaction analysis and recording 

· Preparing monthly Direct Debits analysis and recording
· Acting as the first point of contact for finance queries from members of the Network team, providing information and reports as requested or referring queries to the relevant member of the Finance Team where necessary.

· Providing support to Financial Controller and Finance Manager with delivering other areas of financial transaction work and providing cover on key areas when the Finance Manager is absent.

Finance Administration

· Provide administrative support to the Finance Controller and Finance Manager, including maintaining paperwork

· Provide secretariat administration for SSE and its trading subsidiary, including managing Charity Commission and Companies House returns and drafting the annual report narrative

· Implement effective and efficient administration systems and ensure these are applied by the team 

Additional Responsibilities
· Maintain regular and effective communication with all SSE colleagues, and provide cross-team support, particularly at peak times

· Play an active role in strategic reviews and contribute to the wider thinking and planning of the organisation 

· Participate in regular one to ones with your manager as part of your ongoing personal development and training

· Work in a spirit of mutual support and co-operation with colleagues

· Carry out other tasks that are within the scope, spirit and purpose of the job
Key Relationships
The Finance Administrator reports to the Finance Manager who reports to the Financial Controller. The Finance Administrator also works closely with the Programme Officers, Development Coordinator, and network school staff. They will also hold relationships with temporary and voluntary staff. 
Person Specification

Skills and experience 

· Experience of working independently and using own initiative

· Experience of working in an office environment

· Experience of working with charity and/or community organisations

· Interest in voluntary organisations, social enterprises etc and issues affecting the sector

· Some understanding of the needs of individuals setting up new projects /organisations

· Outstanding organisational skills

· Excellent numeracy and Microsoft excel skills

· Excellent written and verbal communication skills

· Attention to detail

· Able to work under pressure and to meet deadlines

· Excellent communication and interpersonal skills appropriate to dealing with people at all levels 

· Ability to prioritise workload and manage own time  

· Excellent computer literacy


· Ability to adapt to change and respond positively to new challenges

· Flexible attitude and ability to work as part of a team

Desirable Knowledge 
· Working knowledge of  SAGe Line 50 or similar
· Working knowledge of Salesforce or similar  
Personal Attributes

· Planned and organised
· Ability to work on own initiative and as part of a team

· Able to take responsibility and be proactive in approach to work
· Willing to participate in further training as required

· Committed to continued professional development

· Driven and focused 
· Flexible 
· Friendly and positive
· Passionate about SSE’s vision and values 

Key Information

Salary: 
Starting from £24,627 - £29, 188 depending on experience. 

5% pension 

25 days annual leave

Hours:  
35 hours per week. Normal office hours 10-6.
Contract: 
Permanent

Reports to:  
Finance Manager 

Location: 
This role will be based at SSE’s offices in London Bridge
To Apply

To apply please send your CV and a covering letter answering the following questions:

1. What attracted you to apply for this role? 

2. If appointed in this role, what would success look like to you 12 months in? 

Please use no more than 800 words total to answer these questions. 

Please send your application to roisin.buxton@sse.org.uk by Midnight on Friday 3rd June and title your email ‘Finance Administrator Application’
Interviews will be held on 21st June.  
Unfortunately due to our limited capacity we are unable to provide feedback to candidates not shortlisted for interview. 

SSE is committed to eliminating discrimination and actively encouraging diversity amongst our workforce by developing a staff team that mirrors the rich diversity found in our student population.

We wiill not discriminate with reference to age, gender, sexual orientation, race, colour, religion, marital status or disability. 
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