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JOB DESCRIPTION 
Job title:  		Finance & Executive Support Officer 
Contract type:	Permanent
Hours: 		Full time, 35 hours/week
Salary:		£31,000 - £34,000
Reports to: 		Finance Manager 
Location:	Office-based at 10-18 Union Street, London, SE1 1SZ 
This role is required to attend the office 2 days each week on non-consecutive days (eg Tuesday & Thursday).

About us:  	At Target Ovarian Cancer our mission is to identify and target the biggest challenges in ovarian cancer so that it doesn’t limit life. We are currently shaping our next exciting and ambitious organisational strategy, which will focus on accelerating progress in areas where women with ovarian cancer face the greatest barriers. This is an exciting moment for the charity as we build the evidence, partnerships and influence needed to drive meaningful change.

Role Purpose: 	The Finance & Executive Support Officer is a varied and crucial role which supports the organisation to work as effectively as possible. Working closely with the Finance Manager, SLT, Board and across the organisation at all levels, it provides a fantastic opportunity for the postholder to develop a broad range of skills and gain a deep understanding of how the organisation works. The postholder will spend about 3 days/week focussed on financial tasks including payment processing, month end, income processing and supporting the setup and rollout of new features in our finance system, and most the rest of their time will be spent on governance, executive support & administration tasks to support the charity to operate effectively.  

SPECIFIC RESPONSIBILITIES
Governance & general support
· Own and manage Board meeting calendar, invites and administration. This will involve liaising with trustees to agree meeting dates each year, scheduling meetings, supporting the compilation of papers, booking rooms and taking minutes.  
· Own and manage the schedule of policy updates, ensuring that colleagues are aware of upcoming reviews and providing administrative support to this process. 
· Own and manage the contract register, ensuring that the charity has a complete view of its contractual commitments 
· Provide executive support to members of the SLT as required. 
· Provide support to corporate services or wider organisational projects or activities as required – in particular working closely with the Corporate Services Manager and Head of Data & Technology. 
· Maintain the desk booking system.

Finance administration 
· Monitor the finance mailbox and work independently and proactively to respond to queries and issues raised.
· Manage credit card returns, ensuring that cardholders receive their monthly statements and return them promptly.
· Reconcile finance records to other systems including our fundraising database. 
· Carry out all day to day banking. 
· Complete bank and purchase ledger reconciliations. 
· Monitor and proactively manage aged debtors and creditors. 
· Manage the expense and invoice approval processes, setting up payment runs for approval.
· Prepare the fixed asset schedule on a monthly basis and maintain the asset register.
· To support the year end audit process.
Other 
· Attend the office twice each week to open and scan post, ensure that key supplies are available and operational (milk, stationary, franking machine etc) and ensure that the office is a suitable, safe environment for colleagues. 
· Occasionally undertake tasks outside of this job description which align to the role, as requested by an SLT or Corporate Services colleague. 
· Income processing in the charity’s fundraising database as required.
Contributing to our culture 
In addition, all colleagues are expected to:
· Contribute positively to the charity’s culture by creating a welcoming and inclusive environment for all colleagues, working collaboratively and taking accountability.
· Proactively raising misalignment to the strategy or inefficiency.
· Support the capture of high quality data for insight. 
· Apply the charity’s approach to open, regular, well delivered feedback.
· Flag risks and follow processes to manage risk.

PERSON SPECIFICATION 
	The best person for this role will have experience of: 
	Essential
	Desirable

	Working with senior professional stakeholders such as trustees  
	X
	

	Maintaining confidentiality 
	X
	

	Working with finance systems and maintaining financial control 
	X
	

	Financial duties including working with finance systems
	X
	

	The best person for this role will have the skills to: 
	Essential
	Desirable

	Engage with senior professionals external to the organisation (trustees, donors etc)
	X
	

	Effectively prioritise a range of tasks and deadlines 
	X
	

	Manage upwards, and hold senior colleagues to account for completing tasks on time (eg policy reviews) 
	X
	

	Comply with filing standards, ensuring that all documents are saved in the expected place 
	X
	

	The best person for this role will be (behaviours):
	Essential
	Desirable

	Proactive and able to work under initiative 
	X
	

	Collaborative and able to work with colleagues at all levels
	X
	

	Curious about how the organisation works and how it can be supported 
	
	X

	The best person for this role will be qualified in:
	Essential
	Desirable

	No qualification required, but finance qualifications or part qualifications welcome 
	
	



Equal Opportunities
We are an equal opportunities employer and value diversity. We do not discriminate on the basis of race, religion, colour, national origin, gender, sexual orientation, age, marital status, veteran status, disability, or any other legally protected characteristic. 

Organisational Values
Our organisational values guide all that we do: 
· Supportive – working together to be there for women with ovarian cancer and their families  
· Expert – bringing together the knowledge, skills and experience to succeed
· Pioneering – constantly pushing boundaries, innovating and working to be the very best we can be
· Empowering – helping people to achieve their goals 
· Passionate – women with ovarian cancer are at the heart of everything we do 
· Impactful - delivering the changes that women with ovarian cancer and their families need

Benefits 
At Target Ovarian Cancer, we create a work environment which supports work/life balance, wellbeing and personal development. You can explore our benefits by visiting our careers page. 
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