CARERS SUPPORT CENTRE (CSC)
JOB DESCRIPTION

Job title:
Finance Assistant / Bookkeeper
Responsible to: 

Finance Officer
Salary:


£14,154 - £16,378 FTE
Hours of work:
18.75 hours per week, 2.5 days per week

(Over five days, if possible, however flexibility on this)
Place of work:
Vassall Centre, Fishponds, Bristol
Main Aims of the post 
To:

· maintain the financial records of the charity accurately 
· work with the Finance Officer in a supportive role to effectively manage financial transactions. 

Key Tasks

To:

1.1 enter into our QuickBooks accounting package all supplier invoices, payments, and receipts in an effective and timely manner dealing with any queries as necessary
1.2 assist the Finance Officer with reporting and other areas of finance work, as required
1.3 ensure all receipts are reconciled, and banked in a timely manner.
1.4 reconcile all bank accounts and credit card statements on a monthly basis

1.4 be responsible for the administration of Petty Cash and reconcile Cash Collections
1.5 log and collate paid staff and volunteer expenses claim forms
1.6 prepare payment runs ensuring all supplier invoices and expenses forms are paid promptly
1.8 undertake other financial related administration tasks as determined by the Finance Officer and in keeping with the purpose of the post 
PERSON SPECIFICATION
Experience / Skills

· Computer literacy (MS Office Suite) and confident in using accounting software (we currently use QuickBooks) 

· Excellent numeracy and financial awareness 

· Knowledge of office administration and bookkeeping procedures

· Knowledge of accounts payable, accounts receivable and maintaining general ledgers

· Ability to maintain a high level of accuracy in preparing and entering financial information

· Financial procedures including; cash handling and cash security

· Purchase ledger and accounts receivable

· Excellent written and verbal communication skills comfortable dealing with a wide variety of people both internally and externally
Personal Attributes

· Integrity and ability to maintain confidentiality 

· Flexible and adaptable to deal with changing demands of the role
· Ability to work to deadlines and as part of a team 

Desirable: 

· Relevant basic accounting or booking qualification 

· Understanding of the needs and issues affecting carers
· Experience of finance in third sector/ charities
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