Job Description
Operations and Finance Officer
Hours: 18 hours per week
Salary: £16–£17 per hour (£14,976–£15,912 per annum, £31k–£33k FTE equivalent) depending on experience.
Contract: 12 months fixed term (with potential to extend)
Responsible to: CEO
Location: Remote 
About Pathfinders Neuromuscular Alliance
Pathfinders is a user-led national charity supporting people with muscle-weakening conditions. We provide peer support, advocacy, research and campaigning to improve quality of life and drive systemic change.
We strongly encourage applications from people with lived experience of neuromuscular conditions.
Purpose of the Role
The Operations and Finance Officer will support the smooth running of the organisation by assisting with financial administration, governance processes and internal systems.
This is an Officer-level role. Financial authority remains with the CEO. The postholder will be expected to exercise sound judgement and escalate queries where appropriate.
The role supports delivery of our Strategic Priority: Ensure Organisational Strength and Sustainability.
Key Responsibilities
Financial Administration
· Set up supplier payments for CEO approval
· Import and reconcile bank statements within accounting software
· Maintain accurate financial records and digital filing systems
· Support tracking of restricted and unrestricted budgets
· Assist with preparation of management information for trustees
· Ensure grant expenditure is recorded in line with funder requirements
Payroll & HR Administration
· Input payroll data and maintain payroll records
· Liaise with payroll provider as required
· Prepare payroll information for CEO review and approval
· Maintain staff contracts and personnel files
· Track and chase HR deadlines (e.g. supervision meetings, appraisals, probation reviews)
· Collate and submit DBS applications and maintain secure records
· Support recruitment processes and onboarding
Governance & Compliance
· Organise trustee and staff meetings (scheduling, papers, minute templates)
· Support preparation and circulation of board papers
· Maintain a forward planner of policy review dates and compliance deadlines
· Track and prompt updates to policies and procedures
· Assist with Charity Commission and Companies House filings
· Maintain secure organisational records
Operational Systems
· Develop and document internal processes
· Improve administrative efficiency
· Ensure key documentation is accessible and up to date
Accountability
· All payments and payroll submissions require CEO approval.
· Financial sign-off and strategic decisions remain with the CEO and trustees.
· The postholder is responsible for accuracy, organisation and escalation — not independent financial authority.
Person Specification
Essential
· Experience in financial, administrative or operations roles
· Strong organisational skills and attention to detail
· Experience using spreadsheets and digital systems confidently
· Ability to manage multiple deadlines
· Comfortable handling confidential information
· Willingness to escalate financial or compliance uncertainties appropriately
· Commitment to Pathfinders’ values and mission
Desirable
· Experience in charity finance or governance
· Experience administering payroll or DBS processes
· Experience supporting trustee boards
· Lived experience of neuromuscular conditions (highly desirable)
What We Offer
· Flexible working arrangements
· Supportive, values-driven environment
· Opportunity to contribute to a growing, user-led organisation
· Reasonable adjustments to support disabled applicants and staff
Safeguarding & Equality
Pathfinders is committed to equity, inclusion and co-production. We actively encourage applications from disabled people and those with lived experience relevant to our community.

