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Job Description

Job Title: 

Senior Finance Assistant
Tenure: 

Temporary (12 months)
Base:  


Head Office, Workington/home working
Responsible to: 
Senior Finance Officer
Accountable to:
Chief Executive
Salary:


Point 26 £25,200 (£12,600 pro rata)
Hours:


Part time, 18.75 hours per week 
JOB SUMMARY:

The role of the Senior Finance Assistant is to support the finance function relating to the charity and trading company at Hospice at Home West Cumbria. 
DUTIES AND RESPONSIBILITIES OF THE POST:

Key responsibilities of the job
· Managing cashless systems and online platforms 
· Inputting and managing financial records on Sage 
· Ensuring appropriate financial procedures are adhered to
· Assisting in the preparation of income and expenditure accounts and balance sheets

· Ensuring the provision of up-to-date and accurate analyses, forecasts, and other information to support the Senior Team
· Supporting the processing of payroll
· Embedding systems and processes to ensure that any income is collected, recorded, and banked in a timely and accurate basis 

· Setting up spreadsheets and reports to ensure that information is held accurately on Sage and the CRM system
· Supporting the Senior Finance Officer with day-to-day finance and payroll tasks
Personal Development:
· To be committed to personal and professional development and engage in mandatory and statutory training as required.
· To achieve goals through the appraisal process to ensure the effective delivery of organisational, team and personal objectives.
· To keep updated with current policies and procedures.

General 
· Ensure that the Hospice’s purpose and values are at the core of all activities.
· Ensure the maintenance of confidentiality in respect of staff, volunteer and client records and all privileged information relating to the services of the Charity, its patients, staff, and volunteers and particularly of the area for which directly responsible. 
· Promote and foster the Hospice’s reputation and standing within the community and with private, statutory, and voluntary sector agencies and organisations. 

· Undertake any other duties which may be reasonably required. 

· All staff have a responsibility to adhere to the Health and Safety policy and report all accidents, incidents or near misses promptly and when requested to co-operate with any investigations undertaken.

· HHWC has adopted an equal opportunities policy and all employees must be aware of their obligations to abide by the spirit and nature of the policy to avoid direct and indirect discrimination.
Person Specification - Senior Finance Assistant
	
	Qualities Required
	Essential (E)

Desirable (D)
	Method of Assessment

	Practical Knowledge and Qualifications
	A minimum of 4 GCSE’s or equivalent including English and Maths
	E
	A

	
	Professional qualification in accounting or similar, or be able to demonstrate equivalent experience
	D
	A

	Skills and Competencies


	Excellent communication skills, with the ability to communicate effectively with a variety of audiences. 
	E
	A/I



	
	Ability to work in a pressured environment and work to deadlines.
	E
	A

	
	Advanced IT skills and working knowledge of all Office applications, in particular Excel
	E
	A/I

	
	Excellent organisational skills and attention to detail
	E
	A/I

	
	Required to work on own initiative.
	E
	A

	
	Be flexible during times of change
	E
	A/I

	
	Sets high standards of performance 
	E
	A/I

	Experience


	Experience of financial systems and processes
	E
	A/I

	
	Experience of working within a team
	E
	A/I


A = Application Form

I = Interview

E = Exercise
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