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	Richmond AID Person Specification and Job Description 


	Name of Role
	Finance Officer  

	Responsible to 
	CEO

	Post Description 
	The post holder will be responsible for the efficient running of the day-to-day finance function, managing cash flow and leading in the drafting of annual budgets and annual statutory accounts for our auditors. 


	Experience & Knowledge
	Skills & Abilities

	Essential 
· Work experience as a Finance Officer or similar role with demonstrable knowledge of financial and accounting procedures

· Essential Association of Accounting Technicians (AAT) qualified or equivalent qualification or experience which demonstrates that level of applied and theoretical knowledge in accounting plus knowledge of the related systems, procedures and policies.
· Knowledge of Quickbooks for bookkeeping and reporting. 
· Advances MS Excel skills

· Excellent technical, analytical and numeracy skills in order to monitor and work with large data sets or budgets. 
· The ability to perform accurate complex financial calculations and manipulate statistics and budgets.
· Experience of and ability to manage confidential data and strong ethics in this area. 
Desirable 

· Knowledge of budgeting and cash flow management 


	· Sharp time management skills and ability to meet deadlines

· Accurate and precise

· Ability to– identify and resolve problems
· Empathic approach 

· Able to work independently as well as part of a team

· Action orientated and can-do approach

· Good time management and task prioritisation 
· Excellent organisational skills

· Excellent communication skills both written and oral 


	Other requirements

	This post will be subject to a satisfactory enhanced DBS check carried out by Richmond AID. 

	

	Main Tasks and Duties

	1. Carrying out and keeping accurate records of all day today finance activities including invoice raising, tracking and payment, control of sales and purchase ledgers. 
2. All preparation of finance reports for the Finance Sub-committee including bank and credit card reconciliation, balance sheets, cash flow forecast, project budget reports, actual versus budget comparison sheet, etc.  

3. Keep accurate records for all daily transactions

4. Update Quickbooks with financial data

5. Work with CEO and treasurer to create annual budget. 

6. Preparation of annual financial reports for auditors/accountants.  
7. Ad hoc reporting as requested by the CEO or Treasurer. 

8. Track bank deposits and payments

9. Preparing and claiming gift aid.
10. Data collection and reporting for funder monitoring as requested. 
11. Comply with Richmond AID’s policies and procedures. 

12. Attend training and development as identified by you and your manager.

13. Attend team meetings and supervision.  

14. You may need to travel within LBRuT as part of this post and occasionally may need to work outside of normal office hours including evening and weekends. 

15. Any other work commensurate with the level of this post.  


