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Overall purpose of job: 
To work closely with the Treasurer and the Venue Manager to undertake the day-to-
day finances of the charity to ensure they are managed accurately and comply with 
Charity Law. 

 

Main Responsibilities: 
 
 Provide accurate accounts management using agreed accounting software.  

 

 Conduct day to day financial transactions such as bank reconciliations, invoicing, 
payments, petty cash, floats, and banking. 

 

 Manage Gift Aid collection and claims. 
 

 200 Club management and administration. 
 

 Project and grant budget management. 
 

 Produce, management accounts and reports with budget comparisons for 
Trustees. 

 

 Attend meetings of the Trustee Board (bi-monthly). 
 

 Perform all the year-end functions on the accounts and arrange for them to be 
independently checked by a qualified accountant. (We do not currently require a 
full audit.) 

 

 Undertake any other reasonable tasks requested by the Treasurer. 
 
N.B. 

 Running payroll may be a later development. 
 
 
 
 
 
 
 

Job Title: Finance Officer 
Responsible to: Venue Manager 

Contract: Permanent 

Wages: 6hrs per week @ £9.50 per hour 
£247 a month, paid as a salary 

JOB DESCRIPTION 
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PERSON SPECIFICATION 
Knowledge, experience and skills 
 

Preferred: 

 A degree (or equivalent) in Business Administration or relevant experience 

 Operational experience of using financial accounting software 

 Strong financial and accountancy skills  

 Knowledge of financial regulations 

 Excellent verbal and written communication skills 

 Excellent IT skills including the use of Microsoft Office applications 

 An understanding of customer care 
 

Desirable: 

 Knowledge of accepted charity accounting practices (e.g. SORP) 

 Experience of fundraising/writing bids and achieving grant funding 

 Experience of working with community groups/volunteers 
 

Personal qualities/skills: 

 A well organised self-starter used to meeting deadlines 

 Ability to work flexibly 

 Confident working alone without supervision 

 Good interpersonal skills 

 A team player 

 Entrepreneurial 

 Enthusiastic, with a positive approach and attention to detail 

 Positive outlook and good sense of humour 
 

 

N.B. This is a role with significant financial responsibility and we will require 
two references and proof of any qualifications held. 


