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Job Description

Job title: 

Finance Officer
Reporting to: 

Chief Executive

Purpose of the job
· To be responsible for all Mind Aberystwyth general accounting duties utilising an external accountancy service as directed by the Chief Executive and Board of Directors
· To administer the day-to-day financial administration of the organisation, produce reports and coordinate payroll
· To work with the Chief Executive to ensure that there is effective financial and business planning
Main duties
Financial administration

· Under the direction of the Chief Executive ensure that the financial obligations of the organisation are met
· Be responsible for the day to day financial administration of the organisation
· Be responsible for maintenance of financial systems
· Prepare and send all invoices to ensure their timely payment
· Actively manage cash flow in line with organisational policy
· Ensure that all expenditure is properly authorised in accordance with organisational policy
· Ensure expenditure is allocated to the correct budget or project within the financial system
· Coordinate the running of monthly payroll utilising an external accountant

· Administer the organisational pension scheme with the support of the external accountant

· To be responsible for Mind Aberystwyth’s banking procedure
· Oversee petty cash systems ensuring that an accurate record of all transactions is kept and that it is reconciled monthly

· Record all grants, contracts and donations, keeping accurate information about the intention for which funds were given, and liaise with the Administrative Assistant to ensure that all funders/donors receive receipts and thanks
· Maintain bookkeeping records using VT transaction+ and carry out related administration

· To reconcile the bank account and other control accounts monthly
· To maintain an organisational asset register
Management Accounting

· Ensure all financial information is appropriately reported to the Board, highlighting any potential threats or shortfalls
· Prepare timely monthly report for the senior management team and the Board of Directors
· Maintain an comprehensive costing system to facilitate accurate apportionment of expenditure and accurate costing of current and future projects
Financial Accounting

· Maintain all accounting records of the organisation 

· Assist the external accountant to prepare the annual statutory accounts in accordance with the Charity Commission Statement of Recommended Practice (SORP) for submission to Companies House and the Charities Commission
· To ensure that the charity’s statutory duties are met, including submission of accounts to the Charity Commission and Companies House within the appropriate timescales
Financial Planning
· Work towards full cost recovery in all existing and future work. 
· Work with the Chief Executive and Board to develop, implement and monitor all financial plans, strategies and activities. 
· Prepare an annual budget for the organisation
· Prepare project budgets as and when required by the senior management team
· Work closely with the Business Development and Sustainability Manager to prepare costings for funding applications
Organisational responsibilities
· To work in accordance with Mind Aberystwyth aims, objectives and values
· To work in accordance with Mind Aberystwyth policy and procedures
· To play an active role in the review of organisational policy and procedures
· To maintain an up-to-date working knowledge of accounting standards and recommended practice
· To work with the Chief Executive to ensure that the Board of Trustees formulate and regularly review the financial interests of the organisation
· To work with the Chief Executive to ensure that the board receives appropriate advice and information on all financial matters enabling it to fulfil its governance responsibilities
· To work flexibly to best meet the needs of the service
The above list of duties is indicative only and not exhaustive. The Finance Officer is expected to carry out all such additional duties as are reasonably commensurate with the role.

Person Specification
Essential:
1. Experience of financial processing, including bookkeeping
2. Experience of working within a finance role
3. Ability to interpret financial information
4. Excellent communication and organisational skills
5. Ability to apply analytical and evaluation skills to identify problems and develop effective solutions
6. Ability to manage multiple demands under pressure with the appropriate focus and attention to details
7. Advanced Microsoft Office skills, particularly using spreadsheets
8. Understanding of Charity finance
9. Accountancy qualification such as AAT or equivalent

10. Highly compliant with good attention to detail

11. Ability to work autonomously on own initiative
Desirable:

1. Experience of working within a third sector finance role

2. Ability to communicate through the medium of Welsh
