[bookmark: the-frank-parkinson-yorkshire-trust]The Frank Parkinson Yorkshire Trust
[bookmark: job-profile-finance-officer][bookmark: job-title]Job Description – Finance Officer 
Finance Officer
[bookmark: reporting-to]Reporting to
Head of Operations
[bookmark: location]Location
Frank Parkinson Yorkshire Trust, Guiseley
[bookmark: hours]Hours
18 hours per week on site (with flexibility for some home working  by agreement), plus attendance at up to four evening Board meetings each year (time off in lieu provided).

[bookmark: purpose-of-the-role]Purpose of the Role
The Finance Officer is responsible for supporting the financial management of The Frank Parkinson Yorkshire Trust, ensuring that accurate financial records are maintained and that income, expenditure and reporting requirements are delivered efficiently and in accordance with charity accounting standards.
Working closely with the Head of Operations, the postholder will manage the Trust’s day-to-day financial administration, contribute to budget monitoring and statutory reporting, support external audit requirements and provide high quality administrative support to the Board of Trustees, including Clerk duties.
The role plays an important part in ensuring the Trust remains financially robust, compliant and able to deliver excellent services to residents.

[bookmark: key-responsibilities]Key Responsibilities
[bookmark: financial-management]Financial Management
· Maintain accurate accounting records using Xero.
· Process purchase and sales ledger transactions.
· Process supplier payments and monitor outstanding invoices.
· Complete regular bank reconciliations.
· Maintain cashbooks and financial records.
· Monitor income received including accommodation contributions, amenity charges and other receipts.
· Prepare journals and month-end reconciliations.
· Maintain fixed asset and financial records where required.
[bookmark: budget-monitoring-and-reporting]Budget Monitoring and Reporting
· Assist in the preparation of annual budgets.
· Produce monthly management information and financial reports.
· Monitor expenditure against approved budgets.
· Identify financial variances and report issues to the Head of Operations.
· Assist with cashflow monitoring and financial forecasting.
[bookmark: charity-finance-and-compliance]Charity Finance and Compliance
· Maintain financial records in accordance with Charity Commission requirements and the Charity SORP.
· Support preparation of year-end accounts and external audit information.
· Maintain records to support Gift Aid claims where applicable.
· Ensure financial records comply with internal controls, financial regulations and audit requirements.
· Maintain appropriate financial documentation and filing systems.
[bookmark: payroll-and-pension-administration]Payroll and Pension Administration
· Liaise with external payroll providers.
· Process payroll information including contractual changes, overtime, expenses and pension information.
· Maintain payroll records and employee financial documentation.
[bookmark: procurement-and-administration]Procurement and Administration
· Raise purchase orders where required.
· Support procurement processes and maintain supplier records.
· Monitor contracts and recurring payments.
· Assist with insurance renewals and financial administration.
[bookmark: board-and-governance-support]Board and Governance Support
· Act as support to the Board of Trustees.
· Prepare and circulate Board and Committee papers.
· Attend up to four evening Board meetings each year.
· Produce accurate minutes and maintain action logs.
· Maintain governance records and Trustee documentation.
[bookmark: general-responsibilities]General Responsibilities
· Maintain confidentiality at all times.
· Contribute to continuous improvement of financial systems and processes.
· Provide administrative support to the wider management team.
· Undertake any other duties appropriate to the role.

[bookmark: essential-requirements]Essential Requirements
· Experience working within a finance or accounting environment.
· Experience using accounting software, preferably Xero.
· Good understanding of bookkeeping and financial administration.
· Experience of bank reconciliations, purchase ledger and sales ledger.
· Strong numerical and analytical skills.
· Excellent attention to detail and accuracy.
· Good working knowledge of Microsoft Office, particularly Excel.
· Excellent organisational and time management skills.
· Ability to work independently and manage competing priorities.
· Excellent written and verbal communication skills.
· Ability to maintain confidentiality and handle sensitive financial information.
· Flexibility to support the team with day to day operations, working with customers and at times covering daily office tasks 

[bookmark: desirable-requirements]Desirable Requirements
· AAT qualification (or working towards).
· Experience within the charity or not-for-profit sector.
· Knowledge of Charity SORP.
· Experience supporting external audits.
· Payroll administration experience.
· Experience providing governance or Board administration.
· Understanding of almshouse or social housing finance.

[bookmark: key-skills-and-behaviours]Key Skills and Behaviours
· Highly organised with excellent attention to detail.
· Professional, approachable and reliable.
· Honest, trustworthy and able to handle confidential information.
· Strong customer service ethos.
· Able to build positive working relationships with colleagues, Trustees, contractors and residents.
· Flexible and willing to support wider organisational priorities.
· Committed to continuous improvement and learning.
· Shares the Trust’s values of respect, integrity, compassion and accountability.

[bookmark: other-requirements]Other Requirements
· Ability to attend up to four evening Board meetings each year.
· Commitment to equality, diversity and inclusion.
· Commitment to safeguarding and promoting the welfare of older people.
· Willingness to undertake relevant training and professional development.

[bookmark: benefits]Benefits
· 25  days annual leave plus recognised public holidays (pro rata) increasing by 1 day per year up to a maximum of 30 days pro rata 
· 
· Day off on your birthday 
· Healthcare benefits 
· NEST pension scheme 
· Flexible working arrangements.
· Free parking.
· Training and professional development opportunities.
· Opportunity to make a meaningful difference within an independent charitable organisation supporting older people.
