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Job Code: 	FO (Oct 2020)
To speak to a Breastfeeding Supporter call the National Breastfeeding Helpline on 0300 100 0210
Job Description: Finance Officer
Background of post
The Breastfeeding Network (BfN) is a national charity, registered in Scotland that offers independent information and support for Mums and their families to give their baby the best start in life.  We support mothers to breastfeed for as long or as short as they want.  All the support we offer is independent, evidence based, non-judgemental and family-centred.  The organisation is project based throughout the UK focussing on young parents and communities where breastfeeding rates are at their lowest.  We also offer support in many communities on a voluntary basis and also through our helplines including the National Breastfeeding Helpline (co-run with the Association of Breastfeeding Mothers charity), Drugs in Breastmilk Line and a number of minority language lines.
The post of Finance officer is a key role to assist in effective financial management that furthers our mission and strategy and helps maintain systems for budgeting, forecasting, reports and accounts.  The Finance Officer provides professional and consistent finance support to staff in projects, managers and volunteers, and delivers finance support to meet the organisation’s needs.
Role Summary
This is a practical role which includes core administrative financial tasks but also has the opportunity to improve existing systems and processes.
Main duties and responsibilities
1. Day to day responsibility for bookkeeping including sales and purchase ledger.  Liaison with project and PM’s in dealing with financial queries.
2. Maintain bank accounts and undertake bank reconciliation on a monthly basis ensuring robust processes are in place to ensure that all income is received and accounted for.
3. Carry out weekly and monthly payment runs, complying with internal controls at all times
4. Assist Finance Manager to produce monthly and annual accounts using SAGE accounting and excel.   
5. Prepare and submit the organisation VAT returns accurately and on time.
6. Assist Finance Manager in preparing and analysing budgets and monthly Finance reports.  Prepare, develop and provide analysis of management accounting info to non-managers on a regular basis     
7. Prepare analysis and provide financial information on fundraising activities and activity in relation to grants, funders and commissioners.
8. Ensure that financial controls are observed and conform to current good practice (Companies House and OSCR).
9. Support Finance Manager in preparing input for tenders and grants and in review of reviewing all financial elements of applications within tight deadlines. 
10. Carry out analysis and posting of payroll information to SAGE accounts on a monthly basis and provide analysis of costs as requested.  Upload of BACS transfer information to the bank. Prepare monthly payroll reconciliations
11. Responsible for the payment of tax and national insurance to HMRC and the pension provider.
12. Assist the Finance Manager on finance related policies and procedures (including expenses and aspects of funding and fundraising polices) and ensure information is made available to managers and volunteers and that policies are adhered to.
13. Responsible for the smooth running of the expenses process to ensure volunteers, staff and externals are paid in a timely manner, ensuring that all expenditure is in-line with current internal processes and authorisation limits.
14. Assist and support the Finance Manager when preparing the quarterly financial Board reports.
15. Assist the finance Manager with the year end accounts and through the audit process, including liaising direct with audit and responding to queries.
16. Day to day management of the Finance Assistant, allocating work and assisting with questions.
17. Other duties appropriate to the post as agreed with the Finance Manager
18. Keep up to date with changes in relevant regulations, legislation and Finance best practice through relevant webinars, reading & training courses.
This is not an exhaustive job description and may be subject to change according to the needs and development of the role. It is expected that the post holder may undertake such other duties as may be reasonably be requested.




Person Specification: Finance Officer
Please refer to this document carefully when completing your application form and preparing for your interview.  You must demonstrate how you meet the criteria on your application form.  
	Qualifications
	Essential
	Desirable

	An accountancy qualification e.g. AAT qualified, equivalent level of CCAB, other recognised qualification recognised qualification or demonstrable experience.
	
	



	Experience, Knowledge and Skills
	Essential
	Desirable

	Previous experience of accounts management and operating financial systems software Sage 50 Accounts
	
	

	Experience of managing the finances of large staff and volunteer teams
	
	

	Knowledge and experience of using standard PC software at an advanced level – to include MS office suite and an advanced knowledge of Excel including the use of look ups and pivot tables
	
	

	Practical knowledge of payroll systems including preparing payroll reconciliation
	
	

	Ability to contribute to the strategic financial planning of the organisation, providing accurate financial forecasts and management reports.
	
	

	The ability to work independently against a background of a busy and fast paced charity
	
	

	Experience of managing VAT returns and VAT accounting
	
	

	Experience of supervising finance or support staff
	
	

	Demonstrable experience of financial analysis techniques and tools
	
	

	Previous experience of working in the charitable sector, on a paid or volunteer basis and an understanding of SORP
	
	

	High level of accuracy and attention to detail when working to tight deadlines
	
	

	Excellent written and oral communication skills including presentation skills and ability to communicate with non-finance managers and staff
	
	

	Ability to work effectively as part of a team 
	
	

	Ability to solve problems
	
	

	Delivery focussed and resilient (can-do attitude)
	
	

	Knowledge of and commitment to the work and aims of BfN
	
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