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	JOB DESCRIPTION



	Job Title
	Administration Assistant – Finance

	Hours
	Part-time Position – 21 hours per week 

	Department
	Independent Living Service, Dorincourt

	Location
	Leatherhead

	Reports to
	Registered Service Manager

	
	


	QEF & ITS FAMILY OF CHARITIES


QEF is a Surrey based charity committed to providing life-transforming services that enable people with disabilities to increase their independence and achieve their goals in life. 

We work with over 4,000 disabled children and adults every year with physical or learning disabilities or acquired brain injuries. Whether it’s gaining new skills to live independently, rehabilitation after a brain injury or stroke, or improving independence through increased mobility and accessible holidays; QEF helps disabled people to fulfil their potential in life.

QEF is structured into three main services - Independent Living Services, Mobility Services and Neuro Rehabilitation Services. These are augmented by QEF Retail Trading and a family of smaller charities - MERU which provides innovative product solutions and Sutton Shopmobility and VASD which offer access to and loans of mobility equipment.
	ROLE CONTEXT


At QEF Independent Living Services (‘ILS’) we aim to give young adults with complex disabilities the experience, skills and information they need to achieve more independent living.  We are committed to ensuring personal dignity, autonomy, choice and freedom for the individual to become more independent and take personal responsibility, within a supportive environment.

	JOB PURPOSE


The Administrator Assistant – Finance is responsible for accurately maintaining records for all transactions both within QEF-ILS and for its residents. 

	ROLE RESPONSIBILITIES


The role requires interaction with residents and their parents, all departments within ILS, with Finance at Leatherhead Court and with outside suppliers.

Signing authority up to £1000.00 for invoices, procurement, proforma invoices and BACS & cheque requests.
Client Money:
· Interact with residents and staff to help them manage their money e.g. giving them their money at their request for activities, appointments and also repaying ILS for any money owed due to credit card transactions on ILS credit card. 

· All transactions are noted on resident spreadsheet and pouches checked after each transaction to ensure accuracy at all times. 
Petty Cash Transactions:
· Administer petty cash and ensure all transactions have receipts and clear audit trail both on paper and the IT system.
· Complete cheque request to reimburse funds as and when required and also cash cheques at the bank.
Credit Card:
· Monitor the credit card transactions, ensuring these are reported correctly and reconciled monthly to the card statement. Noting any personal transactions of residents to ensure correct re-imbursement from their funds.

Procurement:
· Order items for ILS as required following procurement guidelines and follow up to ensure products arrive – delivery notes, etc.

Invoicing:
· Invoices checked to ensure accuracy – interact with suppliers if any inaccuracies.
· Payment remittance created for each invoice including account code and attached - appropriate sign off obtained.
· All invoices and credit notes noted on ILS spreadsheet – cross checked with monthly detailed trial balance to ensure accuracy with Finance department.

· At month/year end accrual process followed.
BACS/Cheque requests/Cheques received:
· Complete request paperwork, send to Finance as required.
Miscellaneous:
· Keep stationery cupboard supplied with appropriate supplies.
· Process Car Tax for each vehicle with DVLA.
· Order TV licences – communal and per resident.
· Supplies for printers and franking machine – liaise with provider if machines develop problems.
· Ad-hoc support for any department.
	BEING PART OF QEF MEANS


· Actively participating in learning, development and feedback opportunities and cycles as required by QEF’s policies and procedures.

· Acting in accordance with relevant legislative and regulatory requirements as may apply from time to time.
· Supporting and encouraging the involvement of volunteers.

· Promoting QEF’s Equal Opportunities policy and avoiding any behaviour that either directly or indirectly discriminates against others on the grounds of any protected characteristic.
· Taking Health and Safety duties seriously to ensure your safety and that of your colleagues and our residents and clients.

· Being an active team player and attending team meetings and briefings to which you are invited.

· Being an ambassador of QEF’s Values and Behaviours in your approach to your role and to our staff, clients, and residents.
	VALUES AND BEHAVIOURS
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	OTHER DUTIES



· You are expected to perform various tasks as necessitated by your changing role within QEF and the charity’s overall business objectives as reasonably requested by your designated manager or the CEO.

· You must read and ensure you understand the current versions of QEF’s policies and procedures and undertake to act in accordance with them at all times. 
· You may be required to work at other locations in accordance with the responsibilities and duties of your role.
· The above is not an exhaustive list of duties and may be subject to change.
	
	

	
	

	
	

	
	


	PERSON SPECIFICATION


	Job title: Administration Assistant – Finance
	

	

	QUALIFICATIONS AND TRAINING
	ESSENTIAL
	DESIRABLE

	Qualifications:
Educated to a level such that the post holder is able to demonstrate a high level of numeracy, literacy and problem solving.
	Essential
	

	
	
	

	KNOWLEDGE AND SKILLS
	
	

	Experience of MS Office, including Word and Excel.
	Essential
	

	Ability to manage and deal with confidential data/issues appropriately 
	Essential
	

	Appreciation of the importance of confidentiality and sensitivity in dealing with residents, parents and staff.
	Essential
	

	Verbal and written communication skills 
	Essential
	

	Previous finance/accounting and administration experience 
	Essential
	

	Finance/accounting related qualifications (certificates to be available at interview) 
	
	Desirable

	Ability to work constructively as part of a team, understanding roles and responsibilities.
	Essential
	

	Ability to use office computer and finance software including word processing, spreadsheet, database and internet systems. 

Skills in organisation and administration. 
	Essential
	

	Ability to build and form good relationships with residents, colleagues and other adults. 
	Essential
	

	Excellent time management skills and an ability to prioritise work effectively. 
	Essential
	

	A knowledge of book keeping and an understanding of ledger control accounts.
	Essential
	

	
	
	

	EXPERIENCE
	
	

	Experience of working in a busy environment.
	Essential
	

	Ability to multi-task.
	Essential
	

	Ability to have extensive contact with people.
	Essential
	

	
	
	

	PERSONAL ATTRIBUTES
	
	

	Initiative and ability to prioritise one’s own work.
	Essential
	

	Able to follow direction and work in collaboration with Line Manager and Leadership Team. 
	Essential
	

	Able to work flexibly to meet deadlines and respond to unplanned situations.
	Essential
	

	Efficient and meticulous in organization.
	Essential
	

	Desire to enhance and develop skills. 
	
	Desirable
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