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Finance ASSISTANT - 25 hours a week - Term time only - 42 weeks

£16.500

job description

Background

BEEAS requires a part time qualified finance individual. The post holder will be responsible for the effective management of all financial matters of BEEAS. 

JOB DESCRIPTION

Job purpose

To undertake a full range of duties to ensure that BEEAS finance is managed, maintained and developed efficiently.

This will include facilitating and improving the financial practices and procedures within BEEAS. Ensuring adherence to financial regulations and legislation as required by the law and the Charity Commission.

 All BEEAS staff are required to be versatile and flexible with regard to the duties which they undertake.

Accountability

Accountable to the Executive Director.

Duties and Responsibilities

Finance Job Duties:

Implement and adhere to BEEAS's financial procedures and policies and develop further as required

Create efficient and effective methods for tracking financial data

Use spreadsheets and calculation software to gather and record financial information

Co-ordinate and execute financial transactions and activities, such as bill payment, invoicing and the payroll. 

Maintain security and confidential at all times

Assist in the audit process by providing information and data as requested

Complete administrative tasks, such as filling out paperwork and filing records

Create organised records and files to assist in tax preparation

Analyse financial information for trends and errors

Find solutions to discrepancies by working with other colleagues and correcting any erroneous information or calculations

Prepare regular financial reports and assist in the presentation of reports to the Executive Director and Trustees

Create and adhere to budgets for specific projects, and business needs and monitor spending.

Answer questions from co-workers, clients, customers, or stakeholders regarding financial information or issues

General duties 

Promoting a professional BEEAS Service at all times

Dealing with general enquiries on the phone and in person

Other duties commensurate with the post

Supporting the Executive Director, Curriculum Manager and tutos
The post holder will also be expected to undertake a variety of associated duties

Outreach Support
Liaise with external venues as required 

SALARY AND CONDITIONS OF SERVICE

Salary: The salary for this post is £16,500 per annum. Salaries are paid by bank credit on the 4th of each month.

Hours of Work:   Hours are 25 per week, Monday to Friday term time only plus three weeks during the summer holidays (to be agreed with line manager) (42 weeks)

9.30-3.00pm (Monday - Friday) 

Half hour each day will be taken for lunch.

Location 

Beeas main office (base) with some work at other centres.

Pension and Pension Scheme

Automatic enrolment makes it compulsory for employers to offer eligible workers a workplace pension. The employer must automatically enrol every eligible worker into the scheme. The employer must make a minimum contribution to the scheme. You will receive a tax relief on your contributions - but you’re free to leave the scheme at any time.

For more information: http://www.thepensionschemesregulator.gov.uk/individuals.aspx

Person Specification - Finance and Administration Assistant 

Applications will be short-listed, and short listed candidates assessed against the following Mode of Assessment.

Method of Assessment (M.O.A.)  AF - Application Form;  I - Interview;  T - Test or Exercise;  C - Certificates;   P - Presentation.
E  -  Essential,  D -  Desirable
	CRITERIA
	
	E or D
	M.O.A.

	Education/Qualifications
NB: Full regard will be paid to overseas qualifications

	Holds or is currently studying for an accountancy-related qualification such as AAT or
a book keeping qualification
Accountancy degree
A minimum of a Level 2 (GCSE A*- C or
equivalent) English and Maths qualification. Candidates who do not meet this criterion will not be employed.
Good standard of Education to A level (or equivalent)

	E
D
E
    D

	C
C
C
A/F


	Experience
	Proven experience in payroll - ideally 12-18 months
Experience and understanding of RTI & auto enrolment
Have experience of using payroll IT system and knowledge of payroll legislations
Experience of using computer accounting packages particularly in relation to purchase ordering and invoice processing.
A working knowledge of Microsoft Excel and Word.
Previous experience of working in a busy office with varying and often unpredictable workloads.
Have a positive attitude to working in a multi-cultural  environment.
The ability to maintain confidentiality and act with discretion and tact.
Experience of working to tight deadlines and ability to respond flexibly and quickly to change.
A willingness to handle cash.
Experience of producing management accounts.
Experience of working in a finance environment, minimum 12-18 months. 
Knowledge and understanding of budgeting, auditing and financial reporting requirements.

	E

E

E

E

E

    E

E

E

E


	I/P
AF
AF
AF/I
AF/I
AF/I
AF/I
A/F/I
A/F/I


	Skills & Ability
e.g. written 
Communication
skills, dealing with the public
etc.

	Ability to undertake financial administration and monitoring.
Ability to interpret and follow policies and procedure.
Strong accountancy and numerical ability to produce budget monitoring information and to prepare written reports for the Trustees.
Ability to complete work to the required standard.
Ability to solve problems and implement solutions.
Ability to research and investigate.
Skills, ability to manage complex information.
Ability to communicate effectively verbally and in writing.
Effective interaction with people (individuals and groups) through highly developed interpersonal skills.
Ability to use email for work purposes.
Ability to use IT packages, e.g. Word, PowerPoint.
Ability to multi task, have good time management and planning skills.
Ability to support other staff.
Availability to work extra time if necessary.
Good telephone manner. 

	E
E
E
E
E
E
E
E
E
E
E
E
D
E

	AF/I
AF/I
AF/I
I/P
I
I
I
I/P
AF/I
AF/I
AF/I

	Training
	A track record showing commitment to professional development.
Critical awareness of strengths and areas for
development in your own work and positive attitude towards improving practice or performance.
	E
E
	AF
I

	Other
	Willingness to work at a variety of BEEAS venues and to travel between sites as required.

	E
	I


BEEAS is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.
 











