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                     JOB DESCRIPTION

Job Title:		Finance Officer

Reports to:		Senior Finance Officer

Purpose of Job

The Finance Officer will support the Senior Finance Officer by maintaining accurate and up to date financial records and systems including accounts payable, accounts receivable, cash book and nominal ledger entries. 

Main Duties

The duties of the Finance Officer will include:

· Recording, processing and organising purchase invoices and expenses.
· Recording, processing and organising debit and credit card spend and balances.
· Raising sales invoices.
· Setting up and posting bank payments.
· Posting bank and cash transactions.
· Reconciling sales and purchase ledger balances and chasing outstanding debts.
· Preparing timely bank and petty cash reconciliations.
· Assisting with the preparation of management accounts, budgets, tenders, grant applications and audit preparation work.
· Assisting the Accounting Manager, Head of Finance and Payroll and Director of Finance and Corporate Services with ad hoc finance and administrative work as required.

Detailed duties may include:

Purchase Ledger

· Accurately post purchase invoices ensuring that all are appropriately authorised and coded.
· Tracking and following up on outstanding invoices.
· Set up the weekly BACS payment run, as required.
· Post purchase ledger payments accurately in the accounting system.
· Perform regular Supplier Statement reconciliations.

Sales Ledger

· Maintain the sales ledger in a timely and accurate manner to include raising sales invoices, posting receipts and allocating transactions.
· Assist with reconciling sales ledger balances (on a regular basis).
· Liaise with other departments and clients/customers to remedy discrepancies.
· Chase outstanding debts.

Staff Expenses

· Post staff travel claims from the expense management system recharging these where necessary.
· Set up weekly staff travel BACS payment as required.

Bank and cash 
· Monitoring financial transactions and reconciling bank statements.
· Posting receipts and payments.
· Accurately record, maintain and reconcile all petty cash transactions and reconcile balances.
· Maintaining, processing and balancing financial sheets and liaising with staff to ensure policies are followed.

Debit and Credit Cards 

· Record, post and organise debit and credit card transactions. 
· Assist with the effective maintenance of the debit card system and balances, to include adjusting standing orders and topping up debit card balances as required.

Administrative Duties

· Perform administrative tasks as required such as managing spreadsheets, data entry, running reports and managing correspondence.

Financial monitoring

· To undertake financial monitoring on designated services as required.
· To produce an action plan during monitoring visits to identify risk and appropriate action.
· To undertake investigations into financial irregularities in line with policy as required.






Budget, Management Accounts and Year End Accounts and Audit

· To assist with management accounts queries.
· To assist in preparing the annual budget.
· To assist in providing reports and analysis for tenders, service charge accounts, management accounts and the financial year end accounts and audit.
· To assist in monitoring the spend for fundraising and grants. 

Management information

· Endeavour to use and understand all Drive’s management information systems and develop the ability to use these systems to produce integrated and accurate financial information. 

Other

· To maintain an awareness of Drive’s policies and procedures and always ensure compliance.
· To maintain confidentiality in respect of staff, supported people and other sensitive information in line with GDPR.
· To work flexibly to ensure that all timescales and deadlines are consistently met.



























PERSON SPECIFICATION – FINANCE OFFICER

	QUALIFICATIONS
	Essential
	Desirable
	How Identified 

	AAT qualified
	
	X
	Documents/
Application Form

	EXPERIENCE 
	
	
	

	Experience of working with a finance system such as Sage
	
	X
	Application Form/ Interview

	Experience of credit control and debtor management
	
	X
	Application Form/ Interview

	Experience of processing financial data from source documents into the finance system
	X
	
	Application Form/ Interview

	Experience of Importing information into a finance system
	X
	
	Application Form/ Interview

	Experience of reconciling control accounts
	X
	
	Application Form/ Interview

	Experience of working as a team within a busy finance department.
	X
	
	Application Form/ Interview

	Experience of handling large volumes of information
	X
	
	Application Form/ Interview

	Experience of using Excel 
	X
	
	Application Form/ Interview

	KNOWLEDGE
	
	
	

	Knowledge of an accounts ledger and control accounts
	X
	
	Application Form/ Interview

	Knowledge of bank reconciliations
	
	X
	Application Form/ Interview

	An understanding of the importance of finance deadlines
	X
	
	Application Form/ Interview

	Knowledge and understanding of finance policies and internal controls.  The ability to work to policy rules.
	X
	
	Application Form/ Interview

	Computer literate with an understanding of Microsoft 365 including Excel and Teams
	X
	
	Application Form/ Interview

	SKILLS
	
	
	

	Time Management to meet targets and deadlines
	X
	
	Application Form/ Interview

	Analytical approach and problem solving
	X
	
	Application Form/ Interview

	Willingness and ability to adapt to change
	X
	
	Application Form/ Interview

	Creativity and flexibility
	X
	
	Application Form/ Interview

	Tailored communication with a varied audience
	X
	
	Application Form/ Interview

	Commitment to customer service and quality
	X
	
	Application Form/ Interview

	Team working 
	X
	
	Application Form/ Interview

	Ability to deal with confidential and sensitive issues
	X
	
	Application Form/ Interview

	
PERSONAL QUALITIES
	
	
	

	Champions customer focus and demonstrates great customer service
	X
	
	Interview

	Displays a positive and can-do attitude and is able to work of their own initiative
	X
	
	Interview

	Is proactive and looks for ways that the organisation can continually improve 
	X
	
	Interview

	Flexible and adaptable approach to work, colleagues and customers
	X
	
	Interview

	Accurate and good attention to detail
	X
	
	Interview

	Ability to remain calm when under pressure
	X
	
	Interview

	Innovative and creative with a ‘thinking outside the box’ mentality 
	X
	
	Interview

	A team player and can build positive cross-departmental working relationships
	X
	
	Interview

	Ability to remain assertive yet respond sympathetically and with understanding in challenging situations
	X
	
	Interview

	Able to represent the Group positively and professionally 
	X
	
	Interview

	ADDITIONAL REQUIREMENTS
	
	
	

	Committed to Equal Opportunities & Diversity and demonstrates acceptance and respect in understanding different people, their diverse needs, culture and lifestyle
	X
	
	Interview

	Possess a valid full driving licence for a car and have the use of a car each working day
	X
	
	Interview

	Able to work outside normal office hours when required.
	X
	
	Interview
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