BOSTON WOMEN’S AID ●  PO BOX 5 ●  BOSTON  ● PE21 8JP
JOB DESCRIPTION

FINANCE AND ADMINISTRATION ASSISTANT
Responsible to:
Operations Manager and Boston Women's Aid Management Committee.
Salary:   

£14,040   per year (17,550 FTE)
Hours:    

30 hours per week (10am – 4.30pm; 30 minutes lunch break)
Please note that an enhanced DBS (Disclosure and Barring Service) check is mandatory for this role, for which Boston Women’s Aid will pay.

Objectives of Post

1. To provide comprehensive administrative support to the charity, including general correspondence, reports, minute taking, petty cash records, etc and any other documents the Manager may require.
2. To provide day-to-day finance administration for the charity.

3. To exercise initiative, independent judgement and decision making within the duties described for the post, and to ensure that efficient office systems are maintained at all times.

4. To work within and implement all Boston Women's Aid operational policies and procedures especially Health & Safety, Equal Opportunities, Confidentiality and Security, and to communicate with the Manager any problems relating to these policies.

Duties
1. To offer a professional, empathic response to all service-users, and to establish and maintain good relationships with all contacts.
2. To liaise with other members of staff and external colleagues and to assist in developing and implementing good communication systems for the team.

3. To be responsible for the general correspondence of the charity. 
4. To ensure that effective information storage and retrieval systems are developed and maintained.
5. To develop and maintain financial and administrative databases.

6. To prepare monthly income and expenditure reports for the Manager.
7. To develop and maintain appropriate systems for recording statistical information required for funding bodies.

8. To report back to and work closely with the Manager on finance/ expenditure matters.
9. To administer and maintain petty cash, ensuring all transactions are recorded, petty cash boxes are reconciled and to input computerised petty cash systems. To complete monthly petty cash analysis, transfer of balances. 
10. To administer rent payments from refuge users, record all transactions and input computerised rent payment details.

11. To ensure correct Housing Benefit is received and recorded.

12. To be responsible for entering and monitoring all bank and cash transactions and maintaining linked systems. This will include bank reconciliations, balance transfers, banking of monies, direct debits, invoices, cheque preparation. 
13. To liaise with the charity’s accountants and ensure all financial information is delivered to them for year end in a timely manner.

14. To record personnel details and ensure all information is regularly updated.

15. To enter annual and other leave, hours worked, TOIL etc and all other payroll information onto the appropriate database system. 
16. To attend any meetings (e.g Staff Meetings and House Meetings) and undergo relevant training either internal or external as requested by the Manager.
17. Working within the confines of confidentiality and data protection, ensure that professional boundaries are always maintained, and work within BWA’s Code of Conduct. 

18. To ensure that security of sensitive information is maintained in accordance with BWA policies and procedures. 
19. To adhere to all BWA current policies and procedures and abide by all terms and conditions of employment.
20. To carry out any other duties that may be required by the Manager.
Boston Women's Aid can require staff to work at any of the BWA project sites.

This Job Description is set out in broad terms and changes may be made to it as the post and organisation develops.

JOB ADVERT

If you’re someone who loves to keep things on track, this could be the role for you!

We have a vacancy for a full-time Administration and Finance Assistant to support our very busy team.
Dealing with day-to-day general correspondence and finance administration, preparing reports, handling petty cash, you will be a lynch pin of the organisation.

We’re looking for a person who is experienced with databases, all MS Office packages, and experience with either Quickbooks or Sage would be desirable. A great communicator who loves to be part of a bustling environment, who is flexible and loves to learn new things, and who can prioritise their workload when under pressure.
Hours: 37 per week            Salary after probation £17,550              Leave: 20 days plus Bank Holidays

For a job description, person specification and application pack, please email admin@bostonwa.co.uk.

For an informal chat about the role, please contact Sarah Smith, Operations Manager on 01205 311272

JD – Admin/Finance Asst July 2017

