[image: A picture containing logo

Description automatically generated]
Position Title: Management Accountant
Location: London (hybrid)
Contract type: Part time (3-day week with 1 day in the office)
Reporting to: Head of Finance
Salary band: Senior Finance / Operations 

Role summary 

[bookmark: _Hlk139551459]Inter Mediate is a London-based peace-making charity supporting confidential negotiations in some of the world’s most challenging conflicts. Reporting to the Head of Finance, and in close coordination with staff across IM, the key tasks of this role are to: 

· Provide project teams with support on managing the finances of their projects;
· Support the development of donor project budgets;
· Take an active role in supporting and guiding the projects teams in efficient budget tracking and monitoring.  Producing monthly expenditure reports;
· Monitoring allocation of expenditure to ensure correct coding.  Working with project teams to ensure expenditure is correct;
· Take a proactive and principal role in supporting Inter Mediate’s financial compliance;
· Support Inter Mediate to fulfil its accountability to funders;
· Provide other general support when required for the smooth running of the organisation. 

Specific responsibilities 

· Support the project teams and Head of Finance in the preparation of donor budgets.
· Take the lead in compiling, tracking and monitoring project budgets in close collaboration with project teams;
· Track project and core expenditure and support in preparation of accurate, compliant and timely financial reports to funders to satisfy reporting requirements;
· Help to log activities and record/prepare relevant material for grant audits;
· Review a range of financial transactions prepared by the Finance Officer for accuracy and enter transactions by deadline into Sage 50 software (often in multiple currencies).  Review financial records entered into Sage ensuring accuracy to facilitate internal and external audit processes;
· Implement and maintain financial policies and procedures;
· Support Inter Mediate with company and grant audits;
· Provide cover to the Finance Officer when bust or on leave.
· Manage the petty cash processing and reconciliation ensuring accurate completion of all outstanding balances before each month end.



Person Specification - Minimum Qualifications, Skills and Experience

· Fully qualified accountant 

· Minimum 4 years’ progressive experience working on charity financial management and operations systems.

· Experience of supporting the compilation of budgets, reports to government donors and grant management;

· Excellent numeracy and MS Excel skills with good attention to detail;

· Excellent oral and written English communication skills;

· Experience of working with Sage 50 and ExpenseIn or similar systems;

· Good interpersonal skills;

· Problem solving and a willingness to take on additional tasks;

· Good time management and organisational skills and ability to work to tight deadlines;

· A self-starter with initiative, ready and comfortable to learn new skills and work outside rigid bureaucracies to deliver results; 

· Excellent organisational and multi-tasking skills;

· Thrives in a small, fast-paced high-calibre international team where everyone pitches in;

· Flexibility and adaptability to support a small, skilled team with whatever may arise, working towards a common objective

Desirable

· Experience of working on the accounting of restricted and unrestricted funds;

· Excellent IT knowledge;

· Experience of or demonstrable interest in peacebuilding or mediation fields


Applicants must have the right to work in the UK
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