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JOB DESCRIPTION:

FINANCE OFFICER
	Salary:
	£25,000 per annum pro rata for 12 hours per week (= £8,571pa).


	Length of contract:
	Permanent, on satisfactory completion of probationary period of 6 months.


	Hours:
	12 hours per week. Day/s and time/s will be agreed on appointment, and should be consistent.


	Line manager:
	Chief Executive



	Staff managed:
	None.


	First point of contact for:
	Bank, freelance payroll administrator, auditor, HMRC.

	Base:
	Koestler Arts Centre, 168a Du Cane Road, London W12 0TX

(adjacent to HMP Wormwood Scrubs, near East Acton tube station)

	Holidays:
	25 days a year pro rata = 9 days.


	Pension:
	The Charity will automatically enrol any eligible staff members into its Workplace Pension Scheme, at which time more information will be provided, including details of how to opt out of the Scheme. 



Main aims of the post:

· To administer the Koestler Trust's financial transactions, which total around £800,000 a year.

· To provide financial information for the Trust's governance, audit, fundraising and planning.

· To contribute to the development of the Trust's financial systems so that they are as efficient as possible.

Duties

1. To pay all the charity’s invoices, by acting as inputter on internet banking (for authorisation by the chief executive), or writing cheques (for signature by the chief executive or trustees).
2. To issue invoices and process income as required, eg. chasing funders for their next grant installments.

3. To complete monthly bank and credit card reconciliations. 

4. To liaise with and guide other team members who are responsible for specific financial tasks – eg. petty cash, paying in at bank, credit cards, artwork sales, and the Arts Co-ordinator who issues hundreds of cheques for Koestler Awards prize-money.

5. To enter every transaction accurately on Sage Line 50 financial software, coding to the appropriate budget area, and reconciling with the bank statements.

6. To ensure that the Trust’s financial policies are followed by all staff, trustees and volunteers, eg. by checking expense claims, inducting new staff and raising issues at team meetings.

7. To prepare monthly salary journal to ensure correct salary payments to all staff, by liaising with managers and new starters, providing monthly information to the external payroll administrator, and paying monthly PAYE and NI contributions and pension payments.
8. To keep paper or electronic records for all transactions so as to ensure a comprehensive audit trail.

9. To provide up-to-date financial information for monitoring and planning, inputting figures as necessary into Excel spreadsheets and other presentation formats, including: the annual budget, reports of actual against budget monthly for the chief executive and treasurer, and quarterly for the Board of Trustees.
10. To be pro-active in monitoring the Trust’s financial needs and situation, eg. by alerting the chief executive to cashflow issues.

11. To monitor the Trust's financial systems, contributing to planning and improvements in policies, forms and IT.
12. To organise the production of the Trust’s annual audit and accounts, liaising with the auditor, providing them with all relevant information, managing drafts and approval of the accounts, and submitting to the Charity Commission and Companies House. (Extra working days may be agreed in the early summer for completion of this task.)

13. To submit the Trust's claims for Gift Aid. 

14. To help at Koestler Trust events, eg. on the art sales desk at exhibitions, and to contribute ideas and practical help when appropriate to the Trust’s work as a whole.
15. To participate in training as required, in weekly team meetings and in regular one-to-one Support and Supervision meetings with line manager.
PERSON SPECIFICATION:

FINANCE OFFICER
Qualifications / experience
1. Qualified or part-qualified accountant, and/or significant experience (3 years or more) working in finance, ideally for a charity.
2.    Paid or voluntary experience of responsibility for substantial financial tasks in an organisation, including dealing with an annual audit.
3.  ADDITIONAL POINT - DESIRABLE NOT ESSENTIAL: First-hand experience of being in prison or in another secure establishment, and/or of being on probation or other community sentence, in the last 2 years.  Guaranteed interview scheme for ex-offenders: If you meet this point and at least 10 of the other points, we guarantee you an interview: see Section 8 of the application form.
Knowledge

4. A high level of numeracy.

5. Thorough knowledge of best practice in financial administration, including understanding of accountancy concepts and principles.

6. Good working knowledge of accounting software, including Sage.
7. Knowledge of the financial regulations for a charity and limited company.
Skills and abilities

8. Excellent administrative and IT skills, including fluency in Microsoft Office software, especially Excel.
9. Excellent organisational skills, able to meet tight deadlines and manage a substantial workload.
10. Sound analytical and planning skills, able to work from own initiative to identify the financial issues involved in a project and to generate appropriate responses, such as budgets and financial procedures. 

11. Interpersonal skills to engage team colleagues in following the best financial procedures, and to respond to a wide range of enquirers and stakeholders.

12. Good writing skills for the composition of emails, procedures and brief reports.

Attitudes and values

13. A keen eye for detail.

14. A cheerful, can-do attitude to solving problems.

15. Scrupulous integrity in handling money and securing good value for the charity’s needs. 
16. Enthusiasm for the aims of the Koestler Trust.

17. A commitment to equality and inclusion.
