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JOB DESCRIPTION







Job Title		         Finance Officer
Reports To:	Finance, Risk and Business Development Manager
Location:	Ynys Mon and Gwynedd
Office base	Holyhead
Salary: 	Salary Point 24-25 -  £28,756 - £29,538.60
Hours Of Work:	35 hours per week Mon to Fri
 
Purpose of the Role
Working closely with the Finance, Risk and Business Development Manager, fellow Finance Officer, project staff, external accountant, auditor, funders and partner organisations, the Finance Officer will provide comprehensive financial support across the organisation and its services.
The postholder will be responsible for maintaining accurate financial records, processing financial transactions, administering Housing Benefit income, supporting monthly payroll administration, undertaking financial reporting and ensuring compliance with organisational financial procedures and regulatory requirements.
The Finance Officer will provide financial support across multiple projects, each operating with individual budgets, funding conditions and reporting requirements. Working alongside the Finance, Risk and Business Development Manager and project managers, the postholder will assist in monitoring expenditure and income, maintaining financial records and ensuring compliance with funder and organisational requirements.
Working as part of a small finance team, the postholder will work closely with the Finance, Risk and Business Development Manager and fellow Finance Officer to ensure the efficient operation of the organisation's finance function and compliance with all relevant statutory, regulatory and organisational requirements.

1. Financial Management and Accounting
1.1 To maintain accurate and up-to-date financial records in accordance with organisational policies, procedures and recognised accounting practices.
1.2 To process purchase invoices, supplier payments, sales invoices, expense claims and other financial transactions accurately and within agreed timescales.
1.3 To maintain purchase, sales and nominal ledger records.
1.4 To undertake regular bank reconciliations and related financial reconciliations.
1.5 To ensure all supporting financial documentation is appropriately recorded, filed and retained.
1.6 To maintain accurate records of restricted and unrestricted income and expenditure.
1.7 To support the monitoring of cashflow and organisational financial performance.
1.8 To work collaboratively with the Finance, Risk and Business Development Manager and fellow Finance Officer to ensure the effective delivery of the organisation's finance function.
2. Project Finance and Budget Monitoring
2.1 To provide financial support across multiple projects, programmes and funding streams operating within approved budgets.
2.2 To monitor project expenditure and income against approved budgets and funding agreements.
2.3 To support project managers and budget holders by providing timely financial information and expenditure reports.
2.4 To assist in identifying budget variances and highlighting potential financial risks or concerns.
2.5 To ensure expenditure is accurately allocated to the relevant project and funding 
2.6 To support the preparation of financial information required by funders, commissioners and partner organisations.
2.7 To assist with budget setting, forecasting and financial planning activities.

3. Payroll Administration
3.1 To support the Company Secretary with the administration and coordination of the monthly payroll process.
3.2 To undertake payroll reconciliations and process payroll journals.
3.3 To assist with workplace pension administration and associated records.

4. Housing Benefit and Supported Accommodation Income
4.1 To reconcile and monitor Housing Benefit and housing-related income relating to residents accessing the organisation's supported accommodation services.
4.2 To maintain accurate records of rent, service charges and Housing Benefit income.
4.3 To reconcile Housing Benefit payments against resident accounts and financial records.
4.4 To identify and investigate discrepancies, overpayments and underpayments.
4.5 To liaise with supported housing staff, local authorities and other relevant agencies regarding Housing Benefit claims and related matters.
4.6 To support the production of reports relating to Housing Benefit income, claims and arrears.

5. Purchase Ordering and Petty Cash
5.1 To administer the organisation's purchase ordering procedures and ensure expenditure is authorised in accordance with delegated authority levels.
5.2 To raise and maintain purchase orders and monitor expenditure commitments.
5.3 To maintain and reconcile petty cash accounts across all projects and services.
5.4 To ensure petty cash expenditure is appropriately authorised, supported by receipts and recorded accurately.
5.5 To investigate and report any discrepancies identified through reconciliation processes.

6. Financial Reporting
6.1 To prepare and assist in the production of monthly financial reports for the Finance, Risk and Business Development Manager, project managers and budget holders.
6.2 To support the preparation of quarterly financial reports and supporting information for the CEO, Board of Trustees and funders.
6.3 To produce expenditure reports, budget monitoring reports and financial summaries as required.
6.4 To assist with cashflow monitoring, forecasting and the provision of management information.
6.5 To maintain accurate records and provide information required for grant claims, funding returns and project monitoring purposes.

7. Audit, Compliance and Governance
7.1 To support the Finance Team and external accountant in preparing information required for statutory accounts.
7.2 To support the annual audit process through the preparation of reports and supporting documentation.
7.3 To assist in implementing recommendations arising from audits
7.4 To support compliance with the requirements of the Charity Commission, Companies House and HMRC 
7.5 To ensure compliance with grant conditions, contractual requirements and organisational financial procedures.
7.6 To contribute to the review and development of financial policies, procedures and internal controls.
7.7 To provide financial information and reports as requested by the CEO, Finance, Risk and Business Development Manager, Senior Management Team and Board of Trustees.

8. Use of I.T., Finance, Administration and Monitoring
8.1 To have a good working knowledge, understanding and practical experience of Microsoft Office applications, particularly Excel, Outlook and finance software packages such as Xero.
8.2 To maintain accurate electronic financial records.
8.3 To undertake all necessary administration associated with the role.
8.4 To collate and provide financial information required for monitoring, audit and funding purposes.
8.5 To always adhere to the organisation's Finance Policies and Procedures including purchase ordering, petty cash, expenses and delegated authorities.

9. Health and Safety
9.1 To ensure the health and safety of oneself, colleagues, service users and others who may be affected by the organisation's activities.
9.2 To always comply with Health and Safety requirements and associated policies and procedures.
9.3 To report accidents, incidents, hazards and near misses in accordance with organisational procedures.
9.4 To respond appropriately to emergency situations in line with organisational policies and procedures.

10. General
10.1 To adhere to the organisation's Staff Code of Conduct at all times.
10.2 To participate fully in support and supervision processes.
10.3 To attend training and development opportunities as required.
10.4 To work independently and as part of a team.
10.5 To maintain professional relationships with colleagues, service users, funders, external agencies and partner organisations.
10.6 To actively support and promote equality, diversity and inclusion.
10.7 To always adhere to all organisational policies and procedures.
10.8 To perform any other reasonable duties as required by the Finance, Risk and Business Development Manager, Senior Management Team or Board of Trustees.
10.9 The ability to communicate effectively through the medium of Welsh and English, or a willingness to learn Welsh.


Finance Officer
Person Specification

	
	ESSENTIAL
	DESIRABLE

	EXPERIENCE
&
QUALIFICATIONS
	· Qualification: Holding an AAT, ACCA, or CIMA qualification, OR possessing equivalent practical, proven experience in a finance/bookkeeping role.
· Core Finance Operations: Direct experience handling day-to-day financial administration, bookkeeping, purchase ordering, petty cash, and bank reconciliations.
· Reporting & Budgets: Proven experience monitoring budgets and producing monthly management accounts/financial reports.

	· Sector Experience: Experience working within a charity, voluntary, or housing support/supported accommodation environment.
· Complex Funding: Prior experience supporting multiple projects, grant funding streams, or benefits/housing benefit administration.
· External Stakeholders: Experience collaborating with external accountants, auditors, or processing payroll administration.


	SKILLS,
KNOWLEDGE & ABILITIES
	· Technical Compliance: Solid working knowledge of accounting principles, internal financial controls, and payroll administration.
· Systems Proficiency: Advanced IT skills, specifically with Microsoft Excel and modern financial software packages.
· Communication & Collaboration: Ability to interpret and clearly translate complex financial data to non-finance staff, auditors, and external stakeholders.
· Work Management: Exceptional attention to detail, with the ability to manage competing deadlines and work autonomously while handling confidential data.
· Language: The ability to communicate in Welsh and English, or the commitment to learn Welsh.  

	· Charity Governance: Knowledge of Charity SORP, Charity Commission, and Companies House filing requirements.
· Income Management: Understanding of budget monitoring in a grant-funded environment and supported accommodation income.


	ATTITUDE 
	· Governance & Integrity: High standards of honesty, confidentiality, and professional accountability to maintain good financial governance.
· Mission Alignment: A flexible, collaborative approach aligned with the charity's values, objectives, and a commitment to equality, diversity, and inclusion.
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