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Job Description

	Job title
	Finance Officer

	Business unit
	Finance

	Grade
	5
	FTE
	 .06

	Reports to
	Senior Finance Manager

	Direct reports
	None

	Place of work
	London: Hybrid working

	Purpose of the role
	The Finance Officer supports the Senior Finance 
Manager by delivering accurate and timely transactional finance 
services, maintaining financial records, and assisting with reconciliations, 
reporting, and audit preparation. This role ensures that the day-to-day 
financial operations of the organisation and its branches run smoothly
and in compliance with policies.

	Key Responsibilities 

Transactional Accounting & Records 
· Process purchase invoices, ensuring correct coding and authorisation. 
· Raise sales invoices and maintain accurate customer records. 
· Process staff expense claims and reconcile company credit card transactions. 
· Prepare supplier payment runs under Senior Finance Manager supervision. 
· Maintain organised, audit-ready financial records for internal control and reporting purposes. 
· Support the membership team with receipt processing into CRM system 
Reconciliations & Financial Control Support 
· Prepare monthly bank reconciliations and support reconciliation of other balance sheet accounts. 
· Maintain reconciliation schedules and supporting documentation. 
· Support monitoring of aged debtors and creditors and escalate issues to the Senior Finance Manager. 
· Update the fixed asset register with supporting documentation. 
· Month-End Support 
· Prepare standard journals, including accruals and prepayments, for review by Senior Finance Manager. 
· Provide schedules and supporting data required for management accounts. 
· Assist with cash flow schedules and assist in providing data for management reporting. 
VAT & Compliance Support 
· Gather information for quarterly VAT returns and maintain supporting documentation. 
· Ensure transactions are recorded correctly for VAT purposes. 
Audit & Branch Support 
· Assist with preparation of audit schedules and documentation. 
· Support regional branch account reconciliations and provide administrative support as needed. 
Systems & Process Support 
· Maintain accurate financial data within accounting systems and online payment platforms. 
· Provide support for improvements to finance processes and reporting tools as directed. 
Other Responsibilities 
· Undertake other tasks reasonably required to support the finance team. 

	Person specification

	Essential skills 

	
· Minimum 2 years’ experience in finance or accounting support (Not-for-Profit preferred). 
· Experience processing financial transactions, reconciliations, and maintaining records. 
· Basic understanding of accounting principles and processes. 
· Proficiency in Microsoft Excel and Office applications. 
· Strong attention to detail, organisational and communication skills, and ability to meet deadlines. 

	Desirable skills 

	· Studying towards a professional finance qualification. 
· Knowledge of Charity SORP and FRS102. 
· Experience with accounting systems such as Sage 50 or similar. 
· Experience with online payment platforms or integrated finance systems. 
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