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JOB DESCRIPTION

Title:                              	Finance and Resources Administrator
Responsible to:          	Director of Finance and Resources
Contract:	Permanent
Hours:	Full time (35 hours per week)
Line Management:    	No direct line management responsibilities.
Location:                      	Hybrid working, with regular attendance at West       London Mind offices and service locations as required.
Salary:                         	£29,000

About West London Mind

West London Mind is a Local Mind Association. Mind operates a federated structure of Local Mind Associations, which are independent charities with their own funding and services. We share the same values as Mind, and we are regularly reviewed to make sure our charity is maintaining local Mind quality standards, so that we are providing local and effective services which meet the needs of our local community.

We’re here to make sure that everyone suffering with a mental health problem gets the help they need to recover.

We listen, support recovery, fight stigma and work with partners to take action.
We provide services for adults, children and young people, signposting for everyone and training and consultancy for employers.

Role Purpose

The Finance and Resources Administrator will provide efficient, accurate and focused administrative support across finance and resources department. The postholder will assist the Director of Finance and Resources and the rest of the team with financial administration, purchasing, facilities coordination, compliance monitoring, governance administration, HR processes and general office administration. They will help ensure effective systems, records and processes are maintained across the organisation and provide a high-quality internal support service to managers and employees.



Key Responsibilities

Finance Administration
· Support day-to-day finance administration, ensuring accurate financial records are maintained.
· Support month-end and year-end administrative processes.
· Maintain supplier records and assist with procurement administration.
· Prepare routine financial information, reports and spreadsheets as required.
· Payroll administration
· Pension administration
Resources, Facilities and Office Administration
· Support health and safety administration, including maintaining records and tracking actions.
· Assist with coordinating meetings, room bookings and organisational events.
· Maintain compliance records, policy registers and organisational documentation.
· Support reporting requirements relating to governance, compliance and organisational standards.
· Assist with audits, inspections and information requests.
People and Organisational Support
· Provide administrative support across the employee lifecycle.
· Assist to maintain employee records and HR systems.
· Support recruitment administration, onboarding and pre-employment checks.
· Assist administration and workforce reporting.
General
· Work within and promote all West London Mind policies and procedures.
· Build positive working relationships with colleagues, volunteers, trustees and external partners.
· Attend meetings and training as required.
· Undertake other duties commensurate with the role.



Person specification
Essential Experience
· Experience in an administrative, finance, office management or business support role.
· Experience maintaining accurate records, databases and administrative systems.
· Experience processing financial information, invoices, purchase orders or payments.
· Experience supporting multiple functions within a busy office environment.
· Experience producing reports, correspondence and documentation using Microsoft Office applications.
· Experience handling confidential and sensitive information appropriately.
· Experience managing competing priorities and meeting deadlines.
Essential Knowledge and Skills
· Good understanding of office administration and business support processes.
· Basic understanding of financial administration and budgeting processes.
· Strong organisational skills and attention to detail.
· Excellent written and verbal communication skills.
· Ability to manage competing priorities and work independently.
· Strong IT skills including Microsoft Excel, Word, Outlook and Teams.
· Ability to maintain confidentiality and exercise discretion.
· Understanding of compliance, governance and record management principles.
Essential Personal Qualities
· Friendly, professional and approachable manner. 
· Reliable, organised and proactive in managing workload. 
· Strong attention to detail and commitment to accuracy. 
· Discreet and trustworthy, with a commitment to confidentiality. 
· Flexible and willing to support colleagues across the organisation. 
· Commitment to the values and mission of West London Mind. 
· Demonstrable commitment to equality, diversity and inclusion.
Qualifications
· Educated to GCSE level (or equivalent) including English and Maths.
· A qualification in Business Administration, Finance, Bookkeeping, AAT or a related discipline is desirable.
· Evidence of continuing professional development.
Desirable Experience
· Experience working within a charity, health, social care, public sector or voluntary sector environment. 
· Experience using HR information systems and HR administration.
· Experience supporting recruitment and onboarding activities. 
· Experience administering payroll information and workforce data. 
· Experience working within a hybrid or multi-site organisation.

We are an equal opportunities employer; and are proud to employ a workforce that reflects the diverse communities we serve. We welcome applications from all suitably qualified persons from all backgrounds.

West London Mind are committed to creating and fostering a culture that promotes safeguarding and the welfare of all children and adults at risk. Our safer recruitment practices support this by ensuring that there is a consistent and thorough process of obtaining, collating, analysing and evaluating information from and about candidates to ensure that all persons appointed are suitable to work with children and vulnerable adults.

Post is subject to an enhanced DBS check
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