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JOB DESCRIPTION

	POST:

	FINANCE OFFICER

	SALARY SCALE:

	EVH Grade 7 (PA 22 – 25) (£42,707 - £46,895 pa) 

	ACCOUNTABLE TO (AND LINE MANAGED BY):
	Director of Finance &Corporate Services 

	RESPONSIBLE FOR:
	Assistant Finance Officers (or otherwise agreed).

	DEPARTMENT:
	Finance & Corporate Services

	PURPOSE OF THE POST:



	To provide an effective and efficient finance service and ICT support, in order to deliver the Association’s strategic and operational objectives


For the knowledge, education, qualifications and experience required for this post please refer to the attached Person Specification

1.0 PRINCIPAL DUTIES

1. Provision of a Customer Service
To carry out all the below mentioned principal duties in relation to the Finance Officer’s role. The aim of the role is to support effective financial management by ensuring accurate processing of all financial transactions, preparation of financial reports and compliance with regulatory and audit requirements. In addition, this role is the key liaison with the external Information Technology (IT) contractors to ensure that the IT systems are fit for purpose.
The following key duties cover the main responsibilities of the job.

1.1 Annual Accounts
· Preparation of Trial Balance, draft management and year end accounts
· Oversee the finalisation of accruals, pre-payments, debtors and creditors

· Assist in the preparation of the detailed notes to the financial statements

· Assist in the preparation of the final financial statements for the year.

· Collate back up information within files

1.2 Management Accounting including forecasts
· Preparation of final monthly Trial Balances
· Produce draft quarterly management accounts for review by the Director of Finance and Corporate Services.
· Calculation of all unit costs, ratios and benchmarks on a quarterly basis

· Oversee the posting of all financial transactions including journal entries to the Nominal Ledger

· Overseeing the monthly reconciliations of various accounts within the general ledger including all debtors, creditors, accruals and pre-payments.

· Balancing off loan accounts at the end of each quarter
· Prepare quarterly financial forecasts by liaising with members of the management team.
1.3   Information Technology
· Ensuring a comprehensive IT service is given to all sections of the Association as required by providing on site IT support and referring issues to the IT consultants as needed.
· Assisting in decisions with regards to the purchasing and developing of new equipment and systems.

· Maintaining existing computerised systems and ensuring adequate software and hardware maintenance agreements are in place.

· Liaison with hardware and software suppliers as and when required.
· Arrange and manage regular review meetings with the IT contractors.

1.4 External Reporting & Returns

· Oversee the annual completion and review of all required HMRC returns regarding PAYE etc

1.5 Budgeting & Budgetary Control
· Produce the Association’s draft budget for review by liaising with senior staff to obtain the required information
1.6 Ledger Maintenance

· Responsibility for maintaining and developing the financial ledgers

· Liaison with Software suppliers re improvement/updates
· Carrying out monthly reviews of the financial postings
1.7 Rent Accounting

· Assist with the annual computerised rent increase process.

· Assist with any matters arising from the rent accounting system or other issues arising with rent accounting generally.  
· Prepare rent increase spreadsheets for review
1.8 Stage 3 Funding 
· Collate information for the quarterly grant submission for Stage 3 funding 
· To maintain accurate and complete records of all Stage 3 finance transactions

1.9 Staff supervision 
· Providing training and advice to the two Assistant Finance Officers (AFOs)
· Supervising the AFOs on a daily basis and overseeing all duties carried out by them.
· Carrying out regular one to one meetings and annual appraisals
2.0 OTHER DUTIES
· To provide financial information and advice to other departments as required 

· Oversee the monthly payroll process, ensuring calculations are accurate and reflect terms of employment and changes advised by the senior management team.
· To keep abreast of any relevant changes in legislation, accounting standards etc

· Any other appropriate duties as may be designated by the Director of Finance and Corporate Services, Chief Executive or Board of Management

· Oversee Bankline operations including weekly payments run 
· Assist with treasury management and cash monitoring operations
· To uphold the Association's Equality and Human Rights Policy and Investors in People status and comply with all other policies and procedures. 
10th May 2026
Signed ……………………………………… (Employee) 
   Date …………………..
Signed ……………………………………… (Director of Service) Date …………………..
