
[image: image1.jpg]


The Shakespeare Hospice

Job Description

Position:

Finance Assistant
Responsible to:
Finance Manager
Hours:


30 hours per week 
Working pattern: 
Office based / Home based – as needed
Salary: 

£29,000 FTE (£23,200 per annum)

The Organisation

The Shakespeare Hospice based in Stratford upon Avon is an award-winning Hospice offering services and facilities to Hospice patients, carers, and their families across South Warwickshire and surrounding areas.
Summary of role:
The Finance Assistant will assist with the day-to-day financial administration and income processing. This will involve providing support to the Finance Manager in the processing of income from all sources including retail shops and fundraising, producing sales invoices, processing purchase invoices, assisting with supplier payment runs, reconciliation of bank and credit card accounts, retail reconciliations, sales and purchase ledger reconciliations and liaising with suppliers as necessary.
You will have a good understanding of the compliance principles associated with fundraising and finance and demonstrate strong attention to detail.

You will have experience of working in a similar role and the ability to work on your own initiative. Experience of using Xero and CRM systems would be an advantage but a great attitude, commitment to accuracy and an attention to detail is paramount. 

We are looking for a friendly, motivated individual with good organisational skills and an ability to work independently and on their own initiative. 
Duties will include the following:

· To contribute to the effective running of the Shakespeare Hospice by providing financial and administrative support under the direction and guidance of the Finance Manager
· To ensure that Sales and Purchase Ledger Accounts reflect accurate amounts outstanding
· To ensure all data input onto the fundraising database is accurate and complete

· To ensure that all income recorded in the retail EPOS system is recorded accurately in the finance systems
· To import payment and supporter data from online platforms onto the CRM database.

· Administration of income received via online giving platform/portals including, but not limited to: Facebook, Just Giving, crowd funder sites, text to donate, TSH website donations.

· Responsibility for the control, receipting and preparation for banking of cash, cheques, and other financial instruments in accordance with Hospice policy and procedures. 

· To manage and record all gift aid donations on the fundraising database and to provide an accurate audit trail in accordance with HMRC regulation. 
· To produce a timely record of amounts payable for inclusion in a payment run

· To maintain accurate supplier, donor and customer records.
· To liaise with suppliers and funders regarding outstanding amounts and any account discrepancies

· To undertake credit control processes for outstanding amounts due to the Hospice

· To ensure that costs and income are coded to the correct budget and department codes

· To ensure that VAT coding of costs and income is accurate

· To obtain and evidence appropriate authorisations for purchase invoices and costs
· To record and reconcile all credit card expenditure, liaising with cardholders to resolve any inaccuracies
· To undertake monthly reconciliations of the bank accounts, income generation accounts and retail accounts
· To undertake any other duties commensurate with the post and as requested by your line manager/senior manager

Other Responsibilities

· Promoting the work of the Hospice, reflecting the Hospice vision and values

· Undertaking mandatory training

· Adhering to all hospice policies and procedures

· Maintaining confidentiality and integrity

· Compliance with all Data Protection and GDPR regulation

Person Specification – Finance assistant 

Method of assessment: Application and interview

	Criteria
	Essential
	Desirable

	Qualifications and Training
	
	

	No formal qualification required – AAT or similar would be an advantage
	
	√

	Experience
	
	

	Proven work experience in a similar role
	√
	

	Sound knowledge of finance, fundraising and accounting procedures
	√
	

	Experience of Xero, databases or other similar applications
	
	√

	Experience of Sales ledger and Purchase ledger reconciliations and processes
	√
	

	Experience of Reconciling control accounts
	√
	

	Basic understanding of VAT rules and processes.
	√
	

	Analytical and numerical skills
	√
	

	Working with excel and other relevant databases and software
	√
	

	Working in the voluntary sector and/or a healthcare setting


	
	√

	Experience of successfully working as part of a team


	√
	

	Experience of developing and working to effective procedures and controls 
	√
	

	Knowledge and Skills
	
	

	Awareness of charity regulation and legislation such as Gift Aid, VAT etc
	
	√

	Good attention to detail
	√
	

	Well-developed IT skills, e.g. Microsoft Office – Word, Excel
	√
	

	Good time management skills, ability to work to deadlines
	√
	

	Excellent written and verbal communication skills
	√
	

	Well-developed interpersonal skills / team player
	√
	

	Decisive – acting promptly under pressure
	√
	

	Ability to work flexibly and positively whilst adapting to changing priorities
	√
	

	Effectively manage workload and competing priorities
	√
	

	Other requirements
	
	

	Committed and motivated to meet the Hospice’s values and objectives 
	√
	

	Flexible approach to work
	√
	

	Willingness to undertake training and development
	√
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