Greater Village Regeneration Trust

FINANCE / ADMINISTRATION OFFICER (PART-TIME)

Job Description

Reports to:                Finance & Administration Manager

Salary:                        £22,854 pro rata, 3 days a week (22 hours per week)

Annual Leave:           25 days pro rata (equates to 15 days), plus public and bank holidays
Contract Period:
Fixed term contract until 30th June 2017 (extension will be subject to the availability of further funding).
The Role

· To assist the Finance & Administration Manager (FAM) with the day-to day financial management of Greater Village Regeneration Trust (GVRT), ensuring compliance with the requirements of its Financial Policies and Procedures. 

· To ensure high standards of financial probity and value for money within the Trust.

· To undertake key administrative functions within GVRT, supporting members of the Management and Development Officers’ team, when required.

KEY RESPONSIBILITIES

Finance

· To provide efficient finance assistance to the FAM, including:

· Processing purchase orders and invoices;

· Chasing on overdue payments from funding bodies and tenants, etc.;

· Reconciling claims forms with funding remittance advice; and, 

· Making BACS payments.

· To prepare claims for payment to funders in a timely fashion;

· To co-ordinate the purchase of goods and supplies, ensuring that GVRT obtains best possible value for money from suppliers and contractors.

· To ensure the control of a Purchase Order System, ensuring receipts and invoices are obtained for all purchases and proper records are maintained.

· To ensure the receipt, recording, safekeeping and banking of any cash and cheque income.

· To undertake monthly bank reconciliations.

· To maintain filing systems, ensuring that records are suitable for audit purposes.

· To assist the FAM with the production of financial reports.

· To provide assistance to members of staff with regard to financial policies and procedures, including:

· Ensuring that approved procedures are followed in ordering and receipting and authorising purchases of goods and services;

· Ensuring that invoices for services are raised promptly and receipt of income monitored; and,

· Ensuring that all cash received is properly receipted, recorded and banked.

Administration

· To support the Director and FAM in various administrative functions as required, including filing, producing correspondence, updating database systems and displays..

· To carry out general administration duties as directed.

Other

· To actively promote GVRT and liaise with outside agencies as necessary, representing GVRT.

· To communicate and liaise with staff, Board members, local residents, funders, statutory partners, as appropriate.

· To comply with and assist in the development of policies and procedures in relation to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· To demonstrate a commitment to Equality of Opportunity for all members of GVRT’s staff and volunteer team. 

· To be actively involved in the GVRT’s community events, when needed. 

· To undertake training and development relevant to the post and in line with GVRT’s priorities.

THIS POST IS FUNDED BY BELFAST REGENERATION DIRECTORATE THROUGH ITS NEIGHBOURHOOD RENEWAL INVESTMENT PROGRAMME.
Person Specification
	
	Essential


	Desirable

	EXPERIENCE


	Finance

· Completing Claim Forms for Funding Bodies

· Preparing cheques and invoices
· Recording income and expenditure 
Administration

· Maintaining and controlling office administration systems, including filing and photocopying

· Typing 

· Computer Literate (Microsoft Packages inc Excel and Word)


	· Sage Accounting Systems

· Processing Payroll Systems

· Reception Duties

· Producing presentation material using PowerPoint 
· Experience of working in Charity and Voluntary sector


	ATTAINMENTS


	· Educated to at least G.C.S.E. standard or equivalent inc Maths and English
· At least two years’ administration and finance experience in an office environment


	· Administrative or Finance qualification, e.g. GNVQ, Diploma in Administration, or equivalent



	SKILLS


	· Organisational skills

· Good oral and written communication skills
· Adaptable and able to work under pressure to meet deadlines

	· Diary management

· Database development



	DISPOSITION


	· Ability to work on own initiative
· Meticulous attention to detail

· Ability to work as part of a team

	

	KNOWLEDGE & VALUES


	· Commitment to collective working and responsibility


	· Awareness and understanding of community development issues 



	CIRCUMSTANCES


	· Right to work in the UK
· Willing to work flexible hours, including evening and weekend work


	· Current, clean driving licence and access to personal transport


