
 

Department: Finance 
Reviewing Manager: Accounts Receivable Manager 

Job Type: Permanent – full-time, 37 hours per week 

Location: Godalming HQ, UK, hybrid working pattern, 2 days in the 
office 

 
Compassion in World Farming International is a leading global organisation working to end 
factory farming. Founded in 1967 by British farmer Peter Roberts, we’ve spent over 50 years 
driving change, successfully campaigning to ban cruel practices such as barren battery cages, 
veal crates, and sow stalls across the UK and Europe.  
 
Our work combines advocacy, campaigning, and collaboration with policymakers and 
businesses to promote animal welfare and sustainable food systems. We envision a future 
where animals are treated with compassion, and farming supports both people and the 
planet. To learn more about our mission, culture, and opportunities, please explore 
our Candidate Pack, and Careers Page. 

 
Part 1: Job Summary 
 

1. Overall objective(s) of the post 
 
The purpose of this role is to help Compassion in World Farming to end factory farming. 

This role will contribute by maintaining timely and accurate recording of funds received from 

supporters within the organisation’s CRM systems, and by carrying out finance tasks for the 

fundraising team when required. 
 

2. Position in organisation 
 
• Reports to the Global Income and Accounts Receivable Manager. 
• Develops strong and effective working relationships with colleagues across the 

organisation, particularly within Marketing and Fundraising. 
• This role has no direct reports. 

 

3. Scope of job (These are expanded on in Section 6) 
 
• Recording global income efficiently and accurately. 
• Maintaining positive relationships with teams across the organisation and assisting 

with donation queries. 
• Supporting improvements to procedures and system functionality where required. 

 

4. Dimensions & limits of authority 
 
• Has the authority to enter data onto the organisation’s systems in accordance with 

agreed Finance procedures, processes and guidelines. 
• Expected to liaise effectively with colleagues across the organisation, particularly 

within the Marketing and Fundraising department. 
• May liaise with organisational suppliers as appropriate. 

 

Global Accounts Receivable  
Assistant 

https://www.ciwf.org/
https://www.ciwf.org/careers-at-compassion/candidate-pack/
https://www.ciwf.org/careers-at-compassion/candidate-pack/
https://www.ciwf.org/


 
 
 

GLOBAL ACCOUNTS RECEIVABLE ASSISTANT 

5. Person specification 
 

Proven ability, qualifications & training E - Essential  
D - Desirable 

Good IT skills, including Microsoft Office applications and internet use. E 
Confident using basic Excel formulas. E 
Able to make sound judgements and timely decisions at the appropriate 
level. 

E 

Able to assess situations and decide when to escalate to the manager or 
Financial Controller. 

E 

Previous experience in an office setting. D 
Previous experience processing cheques or bank transfers. D 

Skills, knowledge and attributes E - Essential  
D - Desirable 

Uses time management techniques to plan and organise workload, 
managing peaks and troughs in workload. 

E 

Recognises and respects the perspectives and values of others. E 
Sets high standards of performance for self. E 
Encourages a culture of accountability and ownership. E 
Seeks, encourages and works towards continuous improvement. E 
Advises on and supports agreed processes and procedures and challenges 
them constructively and appropriately when necessary. 

D 

An interest in Finance. D 
Able to maintain focus when working on various tasks and recognise when 
support is required. 

D 

A positive and upbeat approach to communication. D 
 
 

Part 2: Duties and Key Responsibilities 
 

6. Primary responsibilities 
Essential duties and responsibilities include the following:  Other duties may be assigned. 
 

Recording Global Donations 80% 

• Downloading and posting accounts receivable income received into all entity bank 
accounts with clear audit trails. 

• Amending postings to reflect accurate campaign codes. 
• Flagging refunds and disputes to the manager and senior colleagues for review. 
• Responding to reconciliation queries around donation recording when raised by 

the Accounts Receivable Manager and Financial Controllers. 

Development of Procedures & System 
Functionality 

10% 

• Querying discrepancies in existing procedures and processes for appraisal. 
• Carrying out testing of system updates when requested by the CRM team. 

Supporting the Wider Finance Function 10% 

• Providing cover for all international entities when the need arises. 
• Testing procedural updates and providing constructive feedback. 
• Directing donation queries to the correct point of contact. 

 
  

7. CIWF Values: 



 
 
 

GLOBAL ACCOUNTS RECEIVABLE ASSISTANT 

Core Values: 

• Treats people with dignity & respect 

• Maintains high ethical standards 

• Demonstrates commitment to Compassion in World Farming’s mission and goals. 
 
 

8. Additional Tasks: 
To assist with other departmental duties where necessary, as listed below: 
 

• Travelling internationally, as needed to fulfil your role. 

• Sharing knowledge through formal and informal training sessions with staff and key 
stakeholders. 

• Occasionally working outside standard office hours, in line with organisational 
procedures and requirements. 

• Ensuring the health and safety of yourself and others in the workplace. 

• Acting in accordance with Compassion in World Farming’s Ethical Policy. 

• Complying with data protection legislation and internal policies on privacy and 
information security. 

• Delivering training on your areas of expertise when requested by your line manager or 
senior leadership. 

• Undertaking other duties appropriate to your role, as required by your line manager. 

• Actively promoting and supporting equality, inclusion, and diversity across the 
organisation. 

 
 
Signature of Employee …..…………………….…………….........   Date ……………………… 


