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Ealing Mencap - Job Description 

_____________________________________________________
Job Title:   Finance Officer
Responsible to: Business Support Manager.
Responsible For: The financial management, income and expenditure accounting processes across the organisation.

Salary: £25, 00.00 to £28,000 (subject to experience)

Full Time: 35 hours per week
Post: Initially for 1 year with the future expectation for joint collaborative working in conjunction with consortium partners.

Overall Purpose of the Job: 
· To create, develop and maintain a comprehensive financial accounting system to meet the ongoing and future needs of the organisation.
Main Duties and Responsibilities are:
1. To introduce, develop and maintain a robust accounting system across the organisation.

2. To implement, manage and develop QuickBooks software system across all financial practices in the organisation.

3. To prepare draft budgets in accordance with deadlines, identifying planned and potential income.

4. To monitor budgets on a monthly basis and produce relevant reports for review with the C.E.O. and Management Team.

5. To consider projected spending and related cost implications and inform the C.E.O. and Management team of options and alternatives for the current and successive years (as outlined in the 3 year Business Strategy).

6.  To identify areas of potential variation or overspend to ensure spending is contained within planned and authorised funding. 

7. To work in collaboration with the Customer and Referrals Co-ordinator ensuring timely and accurate production of customer and grant invoices. 

8. To organise, attend and present financial information and forecasts at quarterly finance sub-committee meetings. 

9. To be responsible for the prompt and correct payment of all invoices for services and goods and liaise with suppliers as necessary.

10. To assist the Business Development Manager, by providing the necessary financial information required for new bids / funding streams.

11. To reconcile the bank account weekly, ensuring all monies are credited to the correct budget accounts.

12. To follow up /chase payments of unpaid invoices.

13. To manage the authorised and correct use of Ealing Mencap’s credit card, monitoring and recording all transactions.

14.  Maintain all financial records and accounts (including financial archives) in compliance with financial regulations and controls required by the Charity Commission, Companies House and the organisations auditors.

15. To complete and submit, in a timely fashion, financial information required by Companies House and the Charity Commission.

16. To complete and submit all funding monitoring as required by funding bodies, within agreed timescales. 

17. To prepare and deliver the financial accounts to the company auditors in preparation for the annual audit and liaise with the appointed auditors on any queries.

18. To prepare the annual Gift Aid for submission to HMRC.
19.  To liaise and work collaboratively with the Hon.Treasurer ensuring robust financial practices and procedures are implemented across the organisation.
20. To prepare financial reports and information as requested by the C.E.O., Management Group and Board of Trustees as required. 

21. To be proactive, diligent and committed to Ealing Mencap’s values and vision.  


Ealing Mencap - Person Specification  

_____________________________________________________
Job Title: Finance Officer
A proactive and diligent individual who shares the values of the charity and has commitment to personal development will find there is excellent potential for significant progression and growth in this post.

To apply for this job you must be able to demonstrate and state on your application form how you meet the criteria below. Please address each point in turn. 

eSSENTIAL: 

Qualification/ Experience. 
1. Experience of setting up management accounting systems.

2. Experience of creating the necessary budgets to comply with both funder’s requirements and the needs of the organisation.

3. Experience of working with stakeholders and other professionals. 

4. Experience of working with QuickBooks accounting software.

5. Experience of providing financial training to staff across the organisation.

6. Experience of processing and recording income and expenditure levels and producing the necessary reports.
7. Experience of preparing account for annual audit.
8. Experience of working to set business targets/outcomes.
9. Accountancy qualification.
Knowledge/skills
1. Excellent skills in creating and setting up management accounting systems.

2. Excellent skills in creating and setting up budgets reflecting the requirements of the organisation and stakeholders.

3. Excellent communication skills and ability to effectively communicate with other professionals and stakeholders.

4. Excellent knowledge of QuickBooks software and how to effectively utilise its programmes for the benefit of the organisation.

5. Excellent training skills.

6. Excellent skills in producing accurate and appropriate financial reports.

7. Knowledge and understanding of the necessary financial compliance requirements and regulations relating to charity operations.

8. Knowledge of the Health, Social Care and Charity market.

Competencies/behaviours required
1. Achievement orientation – has ideas to do better and implements them.

2. Able to plan and organise a high workload.

3. Takes a positive, ‘can do’ attitude to work – finds ways to achieve.

4. Communicates persuasively with relevant facts.

5. Takes a diplomatic, professional approach and avoids causing conflict.

6. Can work in a role with a high level of people contact. 

7. Able to manage own emotions and stress, to retain a positive and calm approach.

8. Able to deliver desired outcomes in an agreed timeframe.
9. Collaborative approach to work – sees issues in the wider context of Ealing Mencap.

10. Develops the skills and abilities of others. 
Circumstances (eg: W/E work, travel…)
1. CRB check required. 

2. A degree of flexible working is required.
Desirable:

Experience
1. Experience of working within the field of Health, Social Care and Charitable organisations.

This job description is not an exhaustive list of duties and should only be seen as a general guide. As duties and responsibilities of this post may change and develop over time, this job description is subject to amendment. 
