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Job description 

	
Job title: Management Accountant (Part Time)


	
Organisation: Through Community, Specialist and Outreach services, we support recovery, mental health, and wellbeing—together, every step of the way.


	
Main purpose of job: To compile the monthly management accounts, co-ordinate the annual project budgets and reforecasting process, deal with project financial reallocations and month end balance sheet reconciliations relating to project income and expenditure.


	
Department: Finance

	
Location/Branch: Woking (Hybrid)

	
Role reports to: Head of Finance & Resources

	
Hours: 14 to 17.5/week


	
Length of contract: Permanent

	
Salary:  £32,000 (pro-rata)



	Key responsibilities


	· Prepare monthly management accounts and project financial reports.
· Participate in regular management accounts meetings with budget holders; conduct variance analysis against budget and forecasts and provide commentary for senior management.
· Complete reconciliation of project related balance sheet accounts including accrued and prepaid expenditure, deferred and accrued income accounts. 
· Respond to internal and external finance queries in a timely and professional manner.
· Process the month-end transactions in the accounting software (Xero). 
· Prepare budgets and financial forecasts in collaboration with the Head of Finance & Resources and budget holders to ensure accurate upload into the financial system.
· Contribute to the development and enhancement of financial procedures and systems to improve efficiency and accuracy.
· Assist with the preparation of year-end accounts and liaise with auditors as required.
· Contribute to the compliance with relevant financial regulations, internal policies, and reporting standards.
· Undertake any other duties as required by the Head of Finance & Resources to support the effective running of the finance function.



	General Accountabilities for

	General terms of reference:
In carrying out the above duties the post holder will:
· Work collaboratively across the organisation to offer support to all main functions
· Be committed to the role and support Catalyst to be the most efficient it can be
· Be someone who believes in fairness and conducts themselves with integrity
· Work flexibly across operational sites, including working from home arrangements in agreement with your line manager, as required which may include evening and weekend work
· Be motivated to improve personal performance, outcomes, contribution, knowledge and skills
· Be professional when partaking in Management, Trustee Board and other work-related team meetings; appraisals, workforce development and supervision processes
· Committed to on-going learning to keep abreast of developments in the charity finance sector, legislation, SORP and GAP
· Contribute to maintaining safe systems of work and a safe environment for all staff on site or working remotely
· Represent Catalyst at external agencies/meetings and support our values and the culture of Catalyst
· Assist in ensuring GDPR compliance throughout the service
· Adhere to health and safety compliance, ensuring timely and accurate record keeping
· Adhere to confidentiality policy
· Undertake other duties appropriate to the grade of the post



This post is subject to a Disclosure and Barring Service (DBS) check at a basic level. Please note past drug and/or alcohol or criminality history will not necessarily discount you from undertaking this role.

	Person Specification

	Qualifications and experience
	Essential
	Desired

	Association of Accounting Technicians Certificate (or equivalent certificate)
	
	

	2 years or more experience in a management accounting function
	
	

	Experience of working in the charity sector
	
	

	Experience of Project accounting and Restricted Funds
	
	

	Experience of finance business partnering 
	
	

	Experience of prioritising work within a finance department to ensure accurate, timely and informative monthly management accounts for various levels of management.
	
	




	Knowledge and skills
	Essential
	Desired

	Practical applied knowledge of the project and organisation financial needs of project managers, budget holders and funders
	
	

	Knowledge of how to apply excellent numeracy skills in a charity with multiple projects. 
	
	

	Knowledge of Charity SORP and financial regulations in the charity sector
	
	

	Skilled at using advanced excel functions such as; =IF formulae and Pivot Tables to produce meaningful information for finance people and budget holders.
	
	

	Ability to partner with non-financial colleagues to provide them with financial advice and guidance and to understand their project variances in a way that is easy for them to assimilate and make decisions with.
	
	

	Skilled at working well individually, within a small finance team and as an integral part of the wider organisation. 
	
	

	Information technology
	
	

	Proficient in Microsoft Word, Outlook, and Excel	
	
	

	Proficient in using accounting software
	
	

	Experience of using Xero
	
	

	Personal attributes
	
	

	Have authentic attributes of Kindness, Commitment and Integrity
	
	

	Ability to interact effectively with the client group
	
	

	Ability to maintain Equal Opportunity standards at all times
	
	

	Ability to maintain respect for the client group, peers and partners
	
	

	Adaptable to change
	
	

	Self-motivated, proactive and dynamic
	
	

	Ability to work calmly in a challenging environment
	
	

	Capacity to innovate; work flexibly on your own initiative as well as part of a team
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