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Job Description

Post Title: 

Finance Assistant
Responsible to:
Head of Finance
1. PURPOSE OF JOB
Perform a range of financial tasks for England and Wales using QuickBooks, Charms, Charms Pay and other software, as directed by the Head of Finance.
2. PRINCIPAL DUTIES AND RESPONSIBILITIES

1. 
Assisting in maintaining purchase ledger: 
· Entering bills on QuickBooks.
· Paying suppliers promptly.
· Entering and balancing all petty cash on QuickBooks.
· Checking credit card expenditure and entering on QuickBooks.
2. 
Assisting in maintaining sales ledger:
· Setting up placement fees on Charms Pay.
· Producing invoices for Local Authorities on Charms Pay and sending by email.

· Exporting invoices to QuickBooks.

· Recording remittances from Local Authorities.
· Chasing up outstanding invoices as necessary.

3.
Assisting with carer pay:
· Liaising with Supervising Social Workers and Placement Co-ordinators re placement details.

· Creating carer payments on Charms Pay.
· Producing pay advices and emailing to foster carers.
· Making BACS payments to foster carers.
· Recording all payments and adjustments on QuickBooks.

4. 
Paying expenses to foster carers and staff:
· Checking expenses claims.
· Producing pay advices for carers.
· Paying carers and staff by BACS.
5.
Paying respite payments to foster carers:
· Creating carer respite payments on Charms Pay.

· Producing pay advices.
· Paying respite carers by BACS.
· Recording payments on QuickBooks

6.
Assisting with monthly staff payroll:
· Checking, collating and recording staff mileage claims.

7.
Ensure that all transactions are recorded accurately and assigned to the correct account codes on QuickBooks.
8. 
Ensure that all transactions are processed and recorded promptly.

9.
Processing new and end of placements documentation.

10.
Dealing with enquiries from foster carers and recording as appropriate.
11.
Dealing with queries from local authorities and suppliers.
12. 
Dealing with queries from Supervising Social Workers and recording as appropriate.
14.
Undertake any other reasonable duties that may be allocated.
	Person Specification 

Fostering Administrator


	Note to Applicant:  When completing this application form, you should demonstrate the extent to which you have the necessary education, experience, knowledge and skills identified for the post.  The shortlisting process will be completed in line with these key factors.

	Essential (E)

Desirable (D)
	Short listed

Criteria
	Evidenced

	Qualifications

	· Educated to A level standard
	D
	(
	Application form

	· Minimum C Grade in GCSE Maths and English


	E
	(
	Application form

	· Payroll Qualification
	D
	(
	Application form

	Experience

	· Evidence of experience within finance/book keeping role

	E
	(
	Application form

	· To be able to evidence an understanding and practical application of the use of IT and electronic communications, including the use of Microsoft Office


	E
	(
	Application form/Assessment

	Skills and Knowledge

	· To have good communication skills to be able to work with service users and other agencies
	E
	
	Interview

	· A sound knowledge and working practice relating to data protection
	D
	(
	Application form

	· Accountancy software knowledge


	E
	
	Interview

	· To have the skills to manage time effectively
	E
	
	Interview

	· Good standard of professional organisation


	E
	
	Interview

	Abilities & Aptitude

	· Alignment and commitment to work in line with the agency values 
	E
	
	Interview

	· To have the ability to work under pressure 
	E
	(
	Application form

	· To have the ability to work autonomously and to demonstrate initiative 
	E
	
	Interview

	· To have the ability to form and maintain good working relationships 
	E
	
	Interview

	· To have the ability to work in a changing environment
	E
	
	Interview

	· To be able to demonstrate strong IT skills
	E


	
	Application Form/Assessment
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