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JOB DESCRIPTION

	Job Title
	Finance Officer


	Hours of Work
	14 hours (pro rata for 14 hours per week)
Part-Time (flexible working, may involve some evening/weekend duties)

	Contract
	Permanent

	Reporting to
	CEO (line management)
Treasurer (task management)


	Direct reports
	None

	Salary 
	£14, 400 (pro rata for 14 hours)

	Holiday entitlement
	25 days per annum plus statutory holidays 
(15 days pro rata)

	Pension
	4% matched pension contribution




BACKGROUND 

Kingston Carers Network (KCN) is an independent, award-winning charity that exists to ensure carers are recognised, valued and enabled to live and care well. 

We do this by providing information, advice, and support to unpaid carers of all ages who are caring for someone with an illness, disability or substance misuse problem. We also advocate for improvements to local services to better meet their needs.

We have a thirty-year track record of delivering services in the borough. Our work is funded through a combination of contracts, grants, donations and community fundraising campaigns. 

PURPOSE OF THE ROLE
This post will support the charity’s finance function and will report to the CEO, while also working closely with the Treasurer and budget holders across the team.
MAIN DUTIES

· Track and maintain records of all income and expenditure (invoices, expenses, direct debits, standing orders) by the organisation.  
· Ensure all transactions are entered onto the Sage accounting system accurately and in a timely manner. 
· Manage bank accounts and ensure all payments and receipts are fully accounted for and that accounts are regularly reconciled.
· Provide necessary information to our external payroll provider to ensure an accurate payroll is run each month. 
· Maintain key accounting spreadsheets to manage accounts entries (mainly income and payroll).
· Maintain the Finance SharePoint site as source of key finance information. 
· Support the Treasurer with the preparation of reports for the board of Trustee, CEO/Senior Management Team and external donors 
· Support the Treasurer with annual budgeting and year-end financial reporting processes.
· Manage ad hoc information requests from staff on financial matters. 
· Develop a strong knowledge of finance routines at KCN, and of how KCN’s activities are reflected in the accounts. 
· To carry out any other duties appropriate to the role.

The duties of this post will change and develop over time. The post holder will be expected to monitor such developments and propose appropriate changes in the job description to the CEO.

PERSON SPECIFICATION

Essential 

Personal qualities:
· [bookmark: _Hlk210054248]Commitment and alignment to KCN’s vision, mission and values 
· Ability to work on own initiative, manage time effectively and prioritise workload 
· Ability to work constructively and collaboratively with colleagues, partners and suppliers
· Commitment to equity, diversity and inclusion 
· Resilient, empathetic and solution-focused approach
· Accuracy and an attention to detail.

Skills and Experience
· Experience of managing income and expenditure processes in a small or medium sized organisation.
· Experience of using Sage or similar accounting package 
· Knowledge and experience of managing key financial controls in a small or medium sized organisation.
· Experience of using MS office applications and CRM databases.

Desirable 

· Experience of charity accounting
· Experience of preparing budgets and financial reports

This post is subject to a basic DBS check.
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