CASEwork Services CIC
Finance Officer
Transactional Accountant
Job description and person specification
Employer  CASEwork Services CIC
Salary  Circa £27,289 per annum full time equivalent
Location  Fully remote shared services role
Hours  Full time; weekly hours and working pattern to be agreed
Reporting to  CASEwork Finance Director or nominated finance manager
About the role
CASEwork Services CIC provides shared finance services to charities and other not for profit organisations. You will deliver accurate, timely day to day finance support across an allocated portfolio of charity clients, using Xero and agreed digital processes.
You will be a regular contact for transactional finance queries, working remotely with client staff and CASEwork colleagues. CASEwork employs and manages the role, with time allocated across several clients. A named client contact arrangement does not mean exclusive allocation to one charity or routine attendance at its offices.
Purpose and scope
Maintain reliable accounting records, keep purchase and sales ledgers up to date, reconcile bank accounts and prepare payment information. Resolve routine queries and flag problems early so that clients and CASEwork reviewers can act on dependable information.
The role focuses on transactional delivery. CASEwork management accountants provide review and higher level accounting support. Client budget holders and authorised signatories retain approval of expenditure and authorisation and release of payments, in line with each client’s procedures.
Purchase ledger and accounts payable
Process supplier invoices, credit notes and staff or volunteer expenses in Xero. Check supporting evidence, arithmetic, duplicates, coding and the required client approval before progressing items.
Maintain supplier records, reconcile supplier statements and investigate missing invoices, discrepancies and disputed balances. Verify new or changed bank details through the agreed independent checking process.
Prepare scheduled payment runs and supporting documents for review and client authorisation. Follow up approvals and record completed payments and remittances under agreed procedures.


Sales ledger and accounts receivable
Raise sales invoices and credit notes from approved client instructions, contracts and source records. Check amounts, dates and coding, and seek clarification where information is incomplete.
Record and allocate receipts, reconcile customer balances and follow up overdue debts within agreed credit control procedures. Refer disputed debts, write offs and sensitive cases for a decision.
Reconcile income from agreed source systems, including donation or payment platforms where relevant, and investigate differences rather than leaving unexplained balances.
Bank reconciliation and accounting records
Maintain bank feeds and reconcile bank, savings and relevant control accounts to statements at agreed intervals and for month end. Identify missing transactions, duplicates and unreconciled items promptly.
Apply each client’s chart of accounts, tracking categories and project or fund codes consistently, including restricted and unrestricted funds where applicable. Apply agreed VAT treatment and refer uncertain treatment for review.
Maintain clear records, supporting documents and an audit trail. Prepare reconciliations, ledger schedules and approved routine journals to support month end review, audit or independent examination.
Controls and escalation
Follow each client’s authorisation limits and CASEwork procedures, keeping preparation, checking and approval appropriately separate. Do not authorise or release client payments or commit clients to expenditure.
Keep access, records and client information secure; use approved systems and follow confidentiality and data protection procedures. Keep each client’s data and accounting records separate.
Escalate suspected fraud, unusual payment instructions, control failures, data incidents, cash shortfalls and material errors promptly to the CASEwork manager and agreed client contact. Use a separate trusted contact route if a normal contact may be involved.
Flag missing information, unresolved differences, uncertainty over coding or tax, and risks to deadlines early. Record the issue, action taken and person responsible for resolving it.
Client service and shared working
Act as an approachable contact for routine finance queries. Explain requirements clearly, chase missing information constructively and keep clients updated on progress and outstanding actions.
Manage competing client deadlines through agreed work plans, maintain procedure notes and provide clear handovers for cover. Record time and activity as required for service planning.
Work within the agreed service scope. Refer requests for additional services, changes in priorities or specialist advice to the CASEwork manager before making commitments.
Suggest practical improvements to accuracy and efficiency and undertake other duties appropriate to the role. Payroll, statutory accounts, budgets, forecasts and management reporting remain with the designated specialists unless separately agreed within the role’s competence and supervision.


Person specification
We welcome applicants who can demonstrate the following through practical experience, qualifications or a combination of both. Equivalent experience is valued alongside formal study.
Essential
Practical experience in bookkeeping, transactional accounting or a finance officer role, covering purchase and sales ledgers, bank reconciliation and investigation of discrepancies.
Sound understanding of double entry bookkeeping, accurate coding, supporting evidence and basic financial controls, including the separation of payment preparation and authorisation.
Confidence using cloud accounting software and the ability to work accurately in Xero following induction. Applicants with strong transferable experience in another accounting system are welcome.
Competent Excel or equivalent spreadsheet skills, including sorting, filtering, formulas and checking or reconciling data, together with confidence using email, shared files and online meetings.
High attention to detail, an organised approach and the ability to meet several deadlines without losing track of outstanding queries or compromising controls.
Clear, professional written and verbal communication, with the confidence to explain finance queries to colleagues and clients who do not have a finance background.
Ability to work reliably and independently in a remote team, follow agreed procedures, ask for help and escalate issues beyond personal authority or competence.
Discretion with sensitive information, integrity, a helpful approach to client service and an interest in supporting charities and their work.
Desirable
Recent hands on Xero experience, Xero certification or experience using digital invoice capture and approval tools.
Experience in a charity, CIC, accountancy practice or outsourced finance service, especially supporting several organisations or cost centres.
Understanding of charity fund accounting, including restricted funds, donation income, grants and project coding.
AAT Level 3 or 4, a bookkeeping qualification, relevant study in progress or equivalent practical expertise.
Experience supporting month end, audits or independent examinations, and preparing routine journals or control account reconciliations.
Awareness of VAT, Gift Aid or payroll processes relevant to charities, with the judgement to seek specialist advice where required.
What good performance looks like
Records and reconciliations are accurate and ready for review on time. Payment schedules are complete and properly supported. Clients receive helpful responses, issues are tracked to resolution and risks are raised early. Work stays within agreed authority and service scope.
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