
MONEY ADVICE PLUS
Finance Worker – job description 

Money Advice Plus 
Money Advice Plus provide a range of debt and money management services to tackle some of the causes and effects of poverty and protect people from financial abuse. This includes debt and welfare benefit advice, and also practical help with budgeting & household finances, with our client money handling service. 

We make a difference to people’s lives by helping them to manage their money, achieve greater financial independence and decrease their anxieties about debt. 

Staff are trained and supported to promote a person centred approach in working with clients to empower them and increase their own financial capability and improve their money management skills.

Finance Worker – role within Money Advice Plus
The Finance Team consists of a Finance Manager, Revenue Supervisor, and Finance Workers. The Finance Worker is expected to carry out finance related duties efficiently, accurately and within deadlines and in such a way as to ensure the security of the organisations and clients monies.  Money Advice Plus has a large number of clients for whom we manage money, using accounting software.  The majority of the Finance Worker’s duties are related to the client account and keeping track of a large number of transactions.  There will be a lot of interaction with case workers in order to meet clients’ requests.  The Finance Worker will also work alongside the Finance Manager and assist with the organisations’ accounts, for example invoices in and out.   
	Job Title 
	Finance Worker 

	Grade 
	LG scale 6 rising to 8 (£19,171-£19,945 gross p/a @ 2019-20, starting salary £7,668 for 14 hours)

	Line Manager
	Finance Manager 

	Responsible for 
	See job description 

	Hours of work
	  14 hours per week

	Length of contract 
	To 31/3/20, with expected extension dependent on funding


Duties and Responsibilities:

1.  General
1.1
To follow Health and Safety Policy & procedures particularly around handling cash. 

1.2 
To follow procedures to minimise risk to the organisation and to clients’ monies 
1.3 
To carry out manual and computerised transactions (using QuickBooks) accurately and to ensure records are kept up to date.  
2. Client account  
2.1 To pay bills on behalf of clients from Money Advice Plus clients’ account, using online banking
2.2 To allocate income correctly to client’s sub accounts 
2.3 To liaise with colleagues to ensure there is no unauthorised deficit on clients’ sub accounts

2.4 To liaise with colleagues on any difficulties or potential difficulties there may be in paying bills

2.4 To ensure manual and computerised transactions (using QuickBooks) are accurately recorded and records are kept up to date 

2.5 To set up new sub accounts (using QuickBooks) 
2.6 To provide updated weekly cash lists (using excel)
2.7 To make up weekly cash allowances and other amounts of petty cash &/or to work with & support volunteers in doing this task
2.8 To monitor weekly cash, liaise with colleagues and make refunds as necessary

2.9 To reconcile Money Advice Plus credit card account and Money Advice Plus suspense account and make transfers on request 

2.10 To reconcile financial records to bank records
2.11 To ensure bills and receipts are kept in good order

2.13 To order weekly cash deliveries. To plan ahead for client’s cash requirements, whilst ensuring that insurance limits on cash held in the office are not exceeded. 
2.14 To make delivery and collection visits to banks and the Post Office as required 

2.15 To ensure client account petty cash is balanced

2.16 To ensure continuing efficiency of office systems and to keep an up to date record of systems 

2.17 Archive records and keep current and archived records in good order and dispose of out of date data confidentially
2.18 To invoice for client’s income where required
2.19 To enter any unusual items to the Financial Control Monitoring Log.

2.20 To invoice Money Guardians clients and allocate expenditure
3. Organisation’s accounts
3.1 To raise invoices for regular contractual payments

3.2 To check if payments have been received and follow up as necessary 
3.3 To pay authorised suppliers’ invoices and staff expenses and any other payments as required
3.4 To reconcile income 

3.5 To liaise with colleagues to resolve inaccuracies

3.6 To ensure petty cash is balanced

3.7 To liaise with the office manager and administrator to ensure accurate invoicing
3.8 Archive records and keep current and archived records in good order and dispose of out of date data confidentially
4. As part of the Money Advice Plus team (applicable to all members of staff)
· Ensure the practical application of Money Advice Plus Equal Opportunities Policy

· Be self servicing

· Take care of their own health and safety at work and that of other employees and to co-operate with their employer in complying with statutory duties.

· Take an active part in regular team meetings and be involved in development of the service.  This may include, for example, taking on special responsibilities within Money Advice Plus.
· Work within a confidential environment and adhere strictly to Money Advice Plus confidentiality policy
· Follow Money Advice Plus policies and procedures as contained in the staff manual 
· Cover other members of staff during sickness, holidays etc and participate in rotas

· Work with volunteers.

· Assist with collecting statistical data.

· Attend meetings 
· Promote the Service, its aims and objectives as required.
· Prepare work in advance as far as is possible, and to leave clear instructions with your line manager for outstanding work when taking planned leave

· Co-operate with other members of staff and be actively involved in the development of good working practices 

· To contribute to the overall success of the organisation within its aims and objectives

· Structure and monitor time adequately to manage the workload and other specific tasks
· Any other duties required, which may be deemed to fall within the scope of the post

6 . As part of personal development  

· Participate in staff development and training programmes including formal support, attend training courses and complete all required training to satisfactory standard.

· Read information and relevant material

Please note this role requires a satisfactory Disclosure and Barring Service (formerly Criminal Records Bureau) check (to be completed through Money Advice Plus on appointment).

This job description is subject to review and may be changed to meet the developing needs of Money Advice Plus and those whom it seeks to support. 

Person Specification

	Job title
	MONEY ADVICE PLUS Finance Worker 

	
	Essential
	Desirable

	Experience


	PC literate including good working ability of spreadsheets.
Experience in financial record keeping and reporting
	Accounting or bookkeeping qualification

	Skills 
	Good telephone and oral communication skills.

Carry out tasks as given by other staff calmly and efficiently

Pay close attention to detail 

Be methodical 
Work on a self supervision basis, prioritise own work and meet deadlines

Contribute effectively to the efficient running of the office

Be innovative in ways that could increase the efficiency of the office 
	

	Knowledge


	A good working knowledge of the principals of book keeping

A knowledge of and an ability to work with IT systems

A knowledge of the use of accounting software packages and be quick to learn


	A good working knowledge of QuickBooks.


	General Abilities 
	Work flexibly and in partnership  with finance team for all finance tasks to be covered

Integrate and work constructively within a staff team in an open plan office

Undertake training as appropriate to the role
Maintain the aims of the service specifically relating to confidentiality and Equal Opportunities

Able to follow instructions and guidelines

Good planning skills 
Good problem solving ability

	



