ROLE PROFILE   
                                                                    L’arche Belfast                                           

	Role Profile:                    FINANCE OFFICER

	Reporting to:
	COMMUNITY LEADER/CEO


	Responsible for:
	The day-to-day financial administration of L’Arche Belfast, as directed by the Community Leader/CEO and our Board of Directors.



	Main Job Purpose:

	· To work as a key member of L’Arche Belfast’s administration team, carrying out financial management tasks as needed on a daily, weekly, monthly, or annual basis.
· To provide regular financial reports to budget holders and to the Board of Directors on a monthly basis.

· To work as part of a team with key budget holders to ensure that L’Arche Belfast operates within budget, and meets the requirements of charity regulation, company law, and other regulatory bodies which relate to financial management.

	Key Performance Measures:

	· Delivering professionalism and excellence in respect of the day-to-day financial administration of the organisation;
· Working with key budget holders within the organisation to produce regular financial reports;

· Maintaining accurate and up to date financial records;
· Ensuring timely payment of bills and receipt of monies owed to the organisation;

· Assisting with producing client invoices, and following up with aged debtors;
· Projecting a professional and reputable image for L’arche Belfast and acting as an Ambassador for the Organisation at all times.


	Detailed Responsibilities of this role:

	In fulfilling this role the job holder undertakes the following activities:
· Assist the Community Leader/Registered Manager and other key staff in the preparation and analysis of annual budgets, monthly budget reports, and financial reports for the Board of Directors.
· Assist our Accountant with the preparation of annual audited accounts.

· Maintain accurate and up-to-date records of income and expenditure using Sage software; this will include regular data entry on a weekly basis.

· Assist with the preparation of payroll for approval by the Community Leader. 
· Plan workload to ensure weekly, monthly, quarterly, and annual financial timetables are met within timelines.  
· Process and complete lodgments, obtain any drafts, cash for volunteer stipends or Core Member pocket money.
· Introduce financial systems to new staff members as required.

· Maintain a well-organised filing system of bills, invoices, payments received, and other financial records, so that they can be made available for inspection or audit at any time.
· Check and reconcile all bank accounts online on a weekly basis.

· Process Gift Aid claims

· Assist with the development and implementation of financial policies and procedures that ensure compliance with best practice and relevant legislation and regulation.
The above is not an exhaustive list, and you may be required to carry out other duties as requested and directed by the Registered Manager from time to time, in order to meet our business needs or as and when your job role develops within the Organisation. 


	Essential Criteria:

	· Minimum qualification of at least NVQ or QCF level 3 in financial management, OR Association of Accounting Technicians (AAT), OR Part qualified CCAB recognised body
· Minimum of two years’ experience working in a similar role within a Charity Organisation AND/OR two years’ experience working in a similar role in an organisation which provides domiciliary care or housing support.

· Sound working knowledge of and evidence of professional training in Sage software and Microsoft Office;
· Sound working knowledge of finance coding structures, petty cash, budget reporting, balancing and reconciling accounts/ledgers, and other relevant financial procedures; 

· The ability to adapt your communication to suit the audience, e.g. service users;

· Good team working and communication skills, in particular the ability to adapt communication to suit the audience, e.g. service users
· Good time management skills and ability to work to deadlines.

· Satisfactory attendance record.



	Desirable Criteria:

	· Valid Driver’s Licence
· Previous experience working with persons with learning disabilities.
· Previous experience with development and implementation of financial systems and procedures



25 Hours Per Week

Salary: £16,900 p.a. (FT £25,350)
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