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Job Description & Person Specification
Job Title: 		 Finance & Programme Officer
Salary: 		 £28,500 - £30,500
Reports to: 		 Forest Director
Hours: 			 Full-time – 36 hours per week (Flexible Working)
Contract:		 Permanent
Location: 		 Hybrid
Responsible for:	 No direct line management responsibility


Role Summary
The Finance & Programme Officer provides financial, programme and organisational administration to support the effective delivery of Raise: Cumbria Community Forest, with a particular focus on the Trees for Climate programme.

Working across the organisation, the postholder will maintain key systems and records, process and monitor financial information, support reporting and help ensure actions, deadlines and organisational processes are followed through. The postholder will provide the proactive practical administrative capacity that enables Raise to deliver its programmes effectively and continue to grow.

The role requires good financial literacy and confidence working with invoices, budgets and financial information. It is an administrative role, rather than one of financial management or organisational strategy, working closely with the Director, Operations Manager, colleagues, accountants and programme partners.

Key Responsibilities
· Financial administration and programme monitoring, particularly for Trees for Climate;
· Programme and organisational administration, maintaining systems, records, reporting and deadlines; and
· Practical support to the Raise team, helping colleagues organise, deliver and follow through agreed work.

1. Financial Administration
· Process invoices and other financial transactions accurately and in a timely manner.
· Maintain accurate programme records, financial information and supporting documentation in accordance with organisational and funder requirements.
· Maintain budget trackers and financial monitoring information using agreed systems and templates.
· Record, prepare and collate evidence and financial information for annual accounts, audits and organisational oversight.
· Prepare and submit programme claims, monitoring returns and reports in accordance with programme requirements.
· Liaise with suppliers, colleagues and external accountants, monitoring financial information and escalating discrepancies where appropriate.




2. Programme, Communications & Organisational Support
· Provide administrative support across Raise programmes, projects, volunteer engagement activities and organisational initiatives.
· Organise meetings, events and associated logistics, including scheduling, venues, papers and follow-up actions.
· Maintain organisational systems and records, including calendars, action logs, contact databases, CRM, volunteer and programme information.
· Support communications, engagement activities and campaigns, while tracking actions, deadlines, reporting requirements and continuous process improvements.

3. Governance, Grants & General Administration
· Provide administrative support for trustee meetings and governance processes.
· Maintain governance records, organisational policies, corporate documentation and records associated with Raise’s transition to independent CIO status.
· Maintain grant agreements, reporting requirements and key deadlines, supporting colleagues with funding applications, grant management and compliance activities.
· Ensure agreed actions, deadlines and reporting requirements are effectively tracked and followed through.
· Undertake other duties reasonably required to support the effective operation of Raise.


	
	Essential
	Preferred

	Education/certifications
	
	

	English and Maths (A-C) GCSE or equivalent
	√
	

	Relevant qualification in administration, finance, business or related discipline
	
	√

	

	Experience
	
	

	Experience of accurate financial administration, including invoices, expenditure records, budget monitoring and the use of financial software
	
√
	

	Experience in an administrative, programme support or organisational support role
	√
	

	Experience organising meetings and events, alongside maintaining databases CRM systems and records
	√
	

	Proven ability to manage multiple priorities and meet deadlines whilst maintaining attention to detail
	√
	

	Experience of working within a charity, public sector or community organisation, preferably in a grant/fund administration position
	
	       √

	

	Knowledge and skills
	
	

	Confidence in financial administration, record maintenance and working with financial information
	√
	

	Ability to communicate confidently with colleagues, suppliers, funders and professional advisers, both written and verbally
	√
	

	IT proficiency, including Microsoft Office 365, particularly Excel, Word, Outlook and Teams
	√
	

	Knowledge of the reporting requirements of a grant-funded programme
	
	√

	Understanding of GDPR and how to handle confidential information appropriately
	√
	

	

	Personal qualities
	
	

	Commitment to environmental and community outcomes
	√
	

	Possesses a collaborative and supportive approach to working across a small team, and is confident and dependable when working independently
	
√
	

	Commitment to environmental and community outcomes
	√
	

	Proactive in following tasks through to completion
	√
	

	Willingness to undertake relevant training and development
	√
	

	Willing to travel across Cumbria and attend occasional meetings and events
	√
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