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Job Title:  Finance Officer 
Employer: North Glasgow Community Food Initiative’s Board of Directors

Salary: £15,481 (pro rata £30,102) + 7% pension contribution   
Hours: 18 hrs per week, initially funded until 31st March 2027.
Leave: 25 days Annual Leave pro rata and 12 Public Holidays Pro rata

Responsible to: Project Manager

Primary contacts: Project Manager, Treasurer (Volunteer), Administrative Assistant, Food Hub and Garden Managers
Deadline Wednesday 15th April
Interviews 28th April 2026

Job to start on 1st June 2026.
Job Purpose

The Finance Officer is responsible for implementing and maintaining robust financial systems and procedures that support the Project Manager and staff team. The role ensures that all staff meet their budgetary and financial management responsibilities, safeguarding the accuracy, compliance, and integrity of the organisation’s financial activities and records.

As the organisation expands its trading and income-generation activities, the Finance Officer will play a key role in supporting the transition towards reduced reliance on grant funding. The organisation works with approximately 50 funders annually, managing multiple budgets with varying timescales, reporting requirements, and deadlines.

Main Duties

1. Financial and Management Accounting

2. Financial Systems & Information

3. Payroll

4. Support to Staff Team

5. Funds & Cash Management

6. Budgeting and Project Planning

7. Team working / Other

1. Financial and Management Accounting

· Undertake the day-to-day input of transactions onto the accounting system and the maintenance of financial records including the inputting to Sage and completion of postings to meet the month end timetable. Oversee the banking schedules of cash/cheques received. 

· Ensure that all nominal ledger control accounts are reconciled monthly, follow

up and investigate any queries or differences and authorise any resulting

journal entries. 

· Prepare monthly management accounts / financial management information for review by the Project Manager. This includes comparing budget with actual and reporting on any differences.

· To approve monthly petty cash reconciliations prepared by the Administrative Assistant.

· Preparation of quarterly VAT returns and supporting schedules for HMRC.

· Maintain and update the fixed assets register and oversee update of asset/equipment register for insurance purposes. Calculate and record depreciation.

· Prepare statutory accounts and audit schedules in conjunction with the Treasurer and Project Manager; liaise with the auditors during the annual audit as required.

· Issue sales invoices as and when required.

2. Financial Systems & Information

· Contribute to the continuous process of reviewing and updating financial systems and procedures and providing an internal audit function.

· Create and maintaining an up-to-date financial procedures manual and assist with policy review.

· Liaise with, and provide financial information, to the Board of Directors, Finance Sub-Committee, Treasurer and the Project Manager.

· Keep abreast of current legislation on charity accounting and VAT 
3. Payroll

· To lead on payroll administration by ensuring sufficient funds are transferred timeously, and reporting changes to GCVS Payroll Provider including new starts, leavers, salary or hours changes, and sessional/overtime hours worked.

· To lead on pension administration including maintaining the NEST pension scheme, keeping records on deposits, new starts, leavers, salary and pensions due for each month, and ensuring payments are made timeously

· Archiving finance files post annual inspection.
· To assist with monitoring of sickness and holidays
· To assist keeping accurate records of all staff annual leave.

· To ensure records and reports on occupational sickness pay are maintained.

and that staff are not overpaid.

4. Support to Staff Team

· Assist team members in setting up and maintaining systems to meet their financial responsibilities and compliance with the accounting and reporting requirements of funders. Provide support, advice and information as required.

· Assist team with preparing and monitoring their annual budgets. Ensure that revisions to the budget are put in place.

· Review monthly management accounts and projections to year end

with the Senior Staff and ascertain reasons for variances; and make amendments as required.

5. Funds & Cash Management

· Monitor bank balances in conjunction with the Project Manager ensuring that cash levels are maintained to meet payments as they are released.

· Check and release authorised payments to suppliers, staff and volunteers.
· Assist with the preparation and monitoring of the monthly cash flow forecast.

6. Budgeting and Project Planning
· Assist team in preparing budgets for funding applications and project

proposals. Assist in maintaining the Funding spreadsheet.

· Meet with staff team to review cost centres and account codes required to meet the reporting requirements of all new grants.

· Prepare grant claims and financial reports to funders, in conjunction with Project Manager and/or other relevant staff, ensuring that progress reports reflect outputs in line with project plan and expenditure to date.

· In liaison with Project Manager, ensure that claims and reports are submitted according to the deadlines set by funders. Correspond with funders to address any queries that arise.

· Ensure that the grants ledger is kept up to date and reconciled with the nominal ledger.

· Ascertain the payment schedules for all grants receivable and update the

cash flow forecast.

· Regularly review the grants ledger to ensure that grant instalments are

received in accordance with the terms of all grants and liaise with funders to

chase up outstanding grants / alert Project Manager.

· Prepare audit schedules and grant expenditure statements and liaise with the

auditors during grant audits.

· Prepare annual budget projections, cashflows and update on a regular basis.

7. Team Working / Other

· Work co-operatively with other members of NGCFI’s team to deliver agreed objectives, including supporting volunteers relevant to role, which can include vulnerable adults.

· Attend and participate in meetings, including Finance Sub Committee, Board meetings if requested and staff meetings as required.

· Attend relevant meetings and provide regular briefings and work reports to

the Project Manager and be administratively self-servicing.

· Attend training as necessary in order to meet changing needs, new technology developments and service requirements.

· Positively represent and promote NGCFI as an organisation to external

agencies.

· Ensure that the NGCFI’s Financial, Equal Opportunities, health and

safety, and other policies and procedures are followed through in practice.

· To ensure confidentiality on all appropriate matters, and recognize that any

breach of this confidentiality will be treated seriously.

· Undertake any other tasks that are appropriate to the post and which reflect

the needs of the organisation, to be negotiated by the postholder, and Project Manager

Essential Criteria

· A clear commitment to the values and aims of NGCFI.

· Punctual, self-motivated, and highly organised, with the ability to initiate, plan, and manage a complex and varied workload. A methodical and accurate approach to work.

· A positive, cooperative, and professional attitude, demonstrating politeness and respect in the workplace.

· High standards of honesty and reliability.

· Strong interpersonal skills, including the ability to listen effectively and communicate clearly, assertively, and sensitively with a wide range of people, both verbally and in writing.

· A minimum of one year’s experience working with a computerised accounting system, including Sage Line 50, with a high level of competence in Excel and Word.

· A qualification in Accountancy or Finance, together with at least five years’ relevant experience in a finance role.

· Demonstrable financial and management accounting experience, including preparing budgets, management accounts, monitoring actuals against budget, producing statutory accounts, and analysing and interpreting financial information.

· Good working knowledge of office systems and administrative processes.

· Experience of working effectively as part of a team.

· Ability to communicate and present financial information clearly to non-finance staff.

· Flexibility to work outside standard hours when required.

Desirable Criteria

· Commitment to ongoing learning and the development of new skills.

· Experience of working in the voluntary sector, in either a paid or unpaid capacity.

· An interest in, and understanding of, issues relating to discrimination, equality, and diversity.

· Ability to identify personal training and development needs and address them through supervision.

· Knowledge and practical experience of Charity SORP and the requirements of the Office of the Scottish Charity Regulator (OSCR).

