ROYAL MASONIC BENEVOLENT INSTITUTIONGrade:
Support

JOB DESCRIPTION
	
Job Title:
	
Finance Officer
	
Job Code:
	
F/FO

	

	
Division:
	
Finance
	
Department/Home Location:
	
Great Queen Street, London


	

	
Accountable To:
	
Financial Accountant

	
Direct Reports:
	
None

	

	
Team Size:
	
4

	
Geographic Working Area:
	
All RMBI Homes


	

	
Peers – Own Team/Department:
	
Resident Finance Officer 
	
Peers (Other Departments)
	
Marketing and Communication Officer

	

	
Budget Responsibility:
	
None
	
Description of Budget:
	

	

	
Job Purpose
	· To effectively manage Purchase ledger and procurement (Purchase to Pay) system by adhering to RMBI’s financial policies, procedures, and internal control 
· To administer Invoice Capture system for supplier invoices, and to manage staff expenses and corporate cards processes in line with the financial policies
· To monitor treasury balances and coordinate with the Financial Accountant to ensure that the group bank balances are operated within the desired liquidity level.
· To support Homes to effectively operate Imprest, Residents Fund and Amenity Fund account in Resident Information System in order to   accurately and timely record bank transactions and monitor the bank reconciliations of the Funds.
· To guide and train the homes administration teams on using financial systems and on financial internal control in coordination with the Finance Manager. 
· To support Residents Finance Team/Accounts receivable as a Resident Finance Officer. 
· To effectively manage supplier payments using BACS Active system and Barclays secured payment system for urgent faster payments within the agreed payment term ensuring a strong credit rating of the charity.
· To support and coordinate with the external auditors during interim and final audit process 




KEY RESULT AREAS:
	What are the key outputs of the job?
(What results do you leave behind?)
	What are the success measures of the job?
(How will we know if you have done your job well?)
	What are the main tasks of the role?
(What skills are you required to have?)
	What are the main decisions that you are required to make in your job?

	1. To effectively manage Purchase ledger and procurement (Purchase to Pay) system by adhering to RMBI’s financial policies, procedures, and internal control
	· RMBICC and its subsidiaries meet its agreed reasonable credit terms with suppliers
· Payments are made only for the goods and services received by RMBICC and its subsidiaries 
	· To negotiate with the suppliers to agree to RMBI’s preferred method of payment i.e. by BACS.
· To effectively manage the supplier invoicing process using Invoice Capture system. 
· To coordinate with the Senior Management Accountant ensuring the income and expenditures are allocated to  the correct budgets..   
· To identify the VAT exempt supplies and ensure that reduced or Zero rates are applied for such supplies.  and to ensure the adequate records are retained for HMRC compliance.   
· To coordinate with the Financial Accountant for the BACS payment and issuance of remittance advice.  
· To administer the new supplier onboarding process ensuring the relevant due diligence is carried out including credit checks, IR35 checks, CIS (Construction Industry Scheme) status checks for contractors and bank details. 
· To effectively communicate with the suppliers and any relevant external stakeholders.
· .
· To train and support the Homes Management team to effectively use the Procurement P2P system. 
· To provide guidance to the users of the P2P system to resolve any discrepancies that arise due to under or over delivery of the goods/services.
	· Where the invoices have failed the system validation, to investigate the transaction to identify the reason for rejection and provide guidance to the relevant users to take appropriate actions. 
· Inform Senior Management where the variation are significant.
· Challenge the suppliers where a non-preferred payment method or non-standard payment terms are requested. 
· Ascertain the adequacy of supporting documents for revenue and capital expenditures. 

	2. . To support Homes to effectively operate Imprest, Residents Fund and Amenity Fund account in Resident Information System in order to   accurately and timely recording of bank transactions and monitor the bank reconciliations of the Funds.
	· Each Home is able to demonstrate good control of cash/bank funds under its control, including those that are of interest to care Regulators. 
	· To guide and train the homes administration team to operate the Imprest, resident Fund and Amenity Fund accounts effectively in the Residents Information System.
· Reconciliations are routinely received from Home on amenity accounts, Imprest and Residents’ Fund Accounts and reviewed ensuring the adherence to financial policies and internal control
· To monitor the funds and provide guidance to BRMs to maintain the funds balances. 
· To review Imprest claims in line with the policy and reimburse promptly. 
· To coordinate with Financial Accountant in order to update the bank mandate when there is change in bank mandate signatories at Homes. 
	· Establish where a Home’s staff may need guidance and support to complete reconciliations and to escalate where key information is not being received in sufficient time or to sufficient quality.

	3. To effectively manage same day payments process and maintain real time record of transactions.
	· RMBI Finance is able to offer same-day payment for urgent payments in line with the financial policies.
	· To respond to payment requests, to be met by same day payment through eBarclays payment system
· To coordinate with the payment authorisers ensuring a prompt payment. 
· To effectively communicate with the suppliers advising them regarding the payment status where the supplier is waiting for the payment confirmation to deliver urgent goods/services. 
· To promote alternatives to settlement by BACS
	· To decide the most appropriate payment method i.e. BACS.
· To limit the use of same day payments to urgent requirements,

	4. To manage processing of staff expenses and corporate credit card claims ensuring the claims are in accordance with RMBICC policy.
	· The accounting records reflect the authorised use of credit cards and expenses incurred on RMBICC business on a timely basis. 
	· Undertake a first level review of any expense claims to ensure that any claims are in accordance with RMBICC policy and evidence has been obtained.  Where this is not the case, attempt to resolve this with the claimant/authoriser; failing that escalate the issue to the Financial Accountant.
· To update the claim status to “Passed for Payment” for the validated claims and process them through to SUN accounting system for payment. 
· To review the aged creditors, report for Corporate Card users and coordinate with the late submitters to bring the returns up to date in line with the financial policy. 
	· Whether to challenge for the accuracy of the claim.
· To ascertain the regular late submitters of the corporate card and escalate the matter to Financial Accountant for a temporary card suspension. 

	5. . To monitor treasury balances and coordinate with the Financial Accountant to ensure that the group bank balances are operated within the desired liquidity level and to coordinate with the Banks customer support team for any banking issues. 
	· All RMBICC and its subsidiaries bank accounts are on credit position
· Any surplus cash are invested onto a short-term or a Treasury Deposit in line with the cashflow statements and operational cash requirements. 
· Any query raised by Bank is resolved  on a same day basis to enable their processing to complete.
	· To review the daily bank balances on all bank accounts and coordinate with the Assistant director of Finance to move the surplus cash to the relevant short-term or treasury deposits to maximise the returns on available cash. 
· To alert Homes where the homes bank balances are running low and provide guidance to fund their bank accounts as appropriate. 
· Respond to the bank customer support team to resolve  any banking  issues
	· To ascertain the reserve/surplus Cash based on the cashflow statements.
· To recommend the length for the placement of short-term or Treasury deposits.
· Whether to escalate any banking issues to Financial Accountant or Home Managers.

	6. Support Residents Fee Team/Accounts receivable as a Resident Finance Officer, whenever required 
	· Sales invoices are raised accurately and in timely manner.
· Direct Debit scheme managed in accordance with BACS conditions.
· All cash received via standing order, bank transfer and by deposit by Homes allocated to residents’ accounts on an accurate basis and in the correct accounting period.
· Debt levels at manageable and controlled level given different funding arrangements for residents.
	· Raise sales invoices accurately and in timely manner complying with financial policies and accounting rules.
· Prepare Direct debit collection and generate relevant BACS file for import to Direct Debit Management System.
· Receive supporting information from local authorities and other parties on components of remittances paid and post transactions into relevant residents account in timely manner.
· Monitor and provide an overview to debtors aging.
· Review the debts on a regular basis and take necessary action to resolve any debt issues working closely with Resident Fee manager.
· Regularly review the discharged or deceased residents account identifying any final adjustments required and close the accounts where applicable.
· Provide cover for the Resident Finance Officer role.
	· As outlined in the role of Resident Finance Officer.

	7. Other 
a. Provide cover to other team member during their leave
b. Records management
	· Sufficient cover is in place while a team member is on leave
· RMBI has clear access to key financial records
	· Provide cover for key areas of team member’s responsibilities during their holiday or other leave as and when required.
· Prepare for the archiving on completion of each financial year’s audit.
· Review the quality and accessibility of current records maintained in Finance
	· Determine if a record required for archiving under RMBI policy or arrange its safe disposal. 















PERSON SPECIFICATION:
	Requirement
	Essential
	Desirable

	Education
	· [bookmark: _Hlk165634674]AAT qualified (or equivalent) or qualified by experience in a similar role
	

	

	Experience
	· Experience of maintaining a core accounting system.
· Experience in Accounts Payable and Receivable.
· Experience of managing Direct Debit, Standing Order and BACS payment system
· Experience in Credit control and debt management.
	· Experienced in Care Home or similar sector
· Experience of using SUN system, CRM system, Purchase order system, Expense Management System, and Invoice capture system.
· Experience of supporting either remote or branch-based staffs
· Experience in Debt litigation

	

	Knowledge
	· Relevant knowledge on application of accounting principle, processes, procedures and internal control.
	· Knowledge of social adult care funding, Funded Nursing Care, and Continuing Health Care funding in England and Wales.

	

	Skills
	· Confident in written and oral communication with suppliers, employees, Trustees, Local Authorities and Bank  
· Ability to influence the effective use of finance systems
· Empathy towards older people.
· Accounting system skill 
· Good working knowledge on Excel and Microsoft Office package
· Organised and able to prioritise
· Team Player.
	


Note:  This job description is developed as a general guideline for what is required in this role, and is not a definitive statement.  The operational requirements of the organisation as well as annual objectives will influence the requirements of all jobs and employees.  In other words, job holders will be expected to carry out reasonable tasks required of them, over and above what is described herein.  This job description is also subject to review and change from time to time, subject to discussion with the post holder(s).
	Action:
	Name:
	Date:

	Reviewed by:
Assistant Director of Finance
Finance Director - Operations
	
Amir Shrestha
Lal Ranasinghe 
	 May 2024
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