Temporary / Part Time Senior Finance Officer – 
Job Description and Person Specification
Salary:
£32,533 - £35,054 pro rata including London Weighting plus 5% pension contribution

Hours:

14 – 21 hours per week (days/hours negotiable)
Reporting to:
Director of Finance and Resources
Aims of the post:
As part of the finance team, to operate Lasa’s financial systems and to support the running of the organisation
In conjunction with the other part-time Senior Finance Officer main duties will include:
General Maintenance of the accounts system:

· processing internal journals

· month end close down
· Monthly reconciliation of Bank and other control accounts
· Being responsible for general finance filing

· Maintenance and development of spreadsheets providing financial control
Sales Ledger Maintenance
· Being responsible for banking payments received 

· Debtor control 
· Checking and importing sales invoices from the database into the accounts system

· Drawing up sales invoices and credit notes as necessary

· Administering renewal and invoicing of subscriptions
Purchase Ledger Maintenance
· Checking and coding invoices

· Inputting invoices into the accounts system

· Preparing payments by cheque and by regular Bacs payments to suppliers
· Liaising with creditors
· Filing invoices
· Maintaining the Fixed Assets Register and preparing depreciation schedules
Payroll

· Processing starters and leavers

· Conducting monthly pay run including producing reports and payslips

· Preparing H.M. Revenue & Customs payments and annual returns to comply with statutory requirements
· Liaising with staff and H.M. Revenue & Customs to resolve any problems/issues arising

· Administering the monthly pension payments
Other duties 

· Promote the work of Lasa

· Participate in team meetings and contribute to Lasa-wide activities as appropriate

· Work with relevant Lasa staff to ensure that effective links are maintained over common areas of work

· Provide regular reports as necessary to the Management Team, Lasa Board and its sub-committees and other fora as required

· Work within the provisions of Lasa policies including abiding by and implementing Lasa’s Equal Opportunity policy

· Work within agreed work plans, manage own workload and be self-servicing

· Work as part of a team and contribute to its ongoing development

· Work closely with other members of the team and provide some holiday and other cover as and when necessary
· Carry out any other duties appropriate to the post as agreed with the Director of Finance & Resources
Person Specification

Experience 

· A minimum of 2 years experience of bookkeeping and accounting

· A minimum of 2 years experience working with computerised accounts packages

· Recent experience of running a payroll

· Experience of Microsoft Office software particularly Word and Excel
· An understanding of, and preferably having worked in, the voluntary/not for profit sector

· Experience of preparing for audit

· Understanding of VAT

· Experience of working with a database

Skills

· Excellent standard of numeracy and literacy

· Excellent attention to detail

· Excellent IT skills

· Good communication skills Work effectively in a team 

· Able to work to tight deadlines and prioritise conflicting tasks

· Work at all times to support and promote equality of opportunity in Lasa

