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Finance and Administration Officer
Job Description

Post:


Finance and Administration Officer
Location: 
CARA premises in Colchester.  Travel to other locations in Essex occasionally necessary.
Responsible to: 
CARA Director
Salary:  


£21,166 - £22,021 pro-rata (NJC point 11-13).

Hours:


21 hours per week
Holiday:

25 days per year, pro-rata
Preferred Start Date:
Monday 24th June 2019

To apply: Please complete the application form, which can be downloaded from our website www.caraessex.org.uk, explaining how your skills and experience relate to the person specification. 

Applications must specifically address each essential and desirable criterion, giving evidence from previous experience or qualifications.  

Application deadline:  Wednesday 8th May 2019 – 12 noon. 

Interviews:  Thursday 16th May 2019
This post is restricted to women applicants under the Equality Act 2010, Schedule 9, Part 1.

About CARA 

CARA (Centre for Action on Rape and Abuse) works with victims and survivors of sexual violence and child sexual abuse, providing independent, specialist support and promoting and representing their rights and needs.  
CARA is a registered charity working with adults, young people and children from across mid and north Essex.  We have a head office in Colchester and outreach premises in Braintree, Chelmsford, Clacton-on-Sea, Great Dunmow and Harwich.
About Synergy Essex

CARA is part of Synergy Essex – the Essex Rape Crisis Partnership.   We work closely with South Essex Rape and Incest Crisis Centre (SERICC) and Southend-on-Sea Rape Crisis (SOS Rape Crisis).   Synergy Essex is funded by the Office for the Police, Fire and Crime Commissioner for Essex to deliver an Independent Sexual Violence Adviser (ISVA) service to victims and survivors of sexual violence across Essex.

Purpose of Post:

The Finance and Administration Officer is responsible for developing and maintaining financial systems, in accordance with CARA’s financial procedures and in consultation with the Director and/or Treasurer.   The post holder will contribute to grant and contract management, premises management and general administrative duties.
Main Responsibilities:
Finance

· To prepare end of year accounts and liaise with the auditors.

· To maintain CARA’s bank accounts, verifying, allocating and posting transactions.

· To process received invoices, including staff and volunteer expense claims.

· To deal with queries from staff, sessional workers, volunteers and external suppliers regarding invoices and expenses.
· To prepare monthly bank and credit card reconciliations.

· To administer salary payments and related salary contributions, SMP etc, running payroll and completing relevant returns and submissions to HMRC.
· To make bank payments and maintain cashflow.

· To reconcile balance sheet accounts.
· To prepare budgets in consultation with the Director and/or Treasurer.

· To act as administration contact with the banks. 
Administration

· To keep administrative records, updating forms as required.

· To maintain and develop administrative systems, in consultation with the Manager.

· To collect and open post.

· To design and order business cards.

· To contribute to premises and office management including overseeing equipment maintenance, ordering stationary and office supplies, dealing with enquiries, organising office keys, monitoring electricity contract and rates renewals, organising heater timer switches.

· To act as the main contact and make arrangements for office cleaner, window cleaner and trade waste.
· To maintain staff timesheets including new year set up, amendments and queries. 

· To train and supervise the Administration Volunteer.

· To assist with office cover, answer the phone and deal with enquiries.

Contract/Grant management and Fundraising:
· To provide financial monitoring information to CARA’s Director for presentation to funders and trustees.  

· To raise invoices and undertake credit control checks.  

· Related record-keeping and administrative tasks.
General Duties:

· To assist with general office duties.

· To attend regular team meetings and to work with colleagues to further the objectives of CARA.

· To adhere to CARA’s organisational policies and procedures, including safeguarding procedures.

· To report to the Manager, Director and Trustees as required, including the production of regular written reports. 

· To be administratively self-servicing.

· To undertake any other activities as required by the Manager, Director or Chair of the Board of Trustees.

Person Specification

This describes the knowledge, skills and experience required to perform the job effectively.  You will be required to address each criterion when completing the application form and will be required to produce evidence, where appropriate.

Essential

1. Experience of financial transactions, processing and record keeping.

2. Experience of inputting financial information into accounting software packages.

3. A conscientious approach and a meticulous eye for detail.

4. Excellent organisational skills and the ability to manage a varied workload and prioritise competing demands.

5. Experience of office tasks and administrative duties.
6. Understanding of the importance of confidentiality and the need to maintain confidential records.
7. Ability to work as part of a team.
8. Good interpersonal skills.
9. Excellent written and oral skills and the ability to communicate clearly.
10. Excellent IT skills and a good working knowledge of office computer systems.
11. A professional and non-judgemental approach.

12. A flexible attitude and willingness to be adaptable to a changing role. 
13. Demonstrable commitment to CARA’s ethos and mission statement.

14. Ability to occasionally work evenings and weekends.

15. Ability to occasionally travel to meetings across Essex when required.
Desirable
16. A book keeping or accountancy qualification (AAT or equivalent).
17. Experience of preparing end of year accounts.
18. Experience and understanding of charity finance.
19. Experience of using Sage 50 Payroll and Quickbooks software packages.
20. An understanding of sexual violence and child sexual abuse
21. Experience of working with volunteers.
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