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Job Title: 

Finance Officer (Purchase Ledger/Accounts Payable)

Department: 
Finance

Reports to: 

Finance Manager 

Location: 
West Kirk, Kilmarnock 

Hours: 
37.5 per week

Salary: 
£20,000 to £24,000 per annum depending on experience
Background

Partners for Inclusion Group provide social care support to people with a learning disability or mental health needs or both. Support is provided in people’s own home and community.  We are a human rights based organisation, who believe the person supported should have as much control as possible over their support. This includes having their own Individual Service Fund (ISF), which is crucial in helping them, their family and their team make meaningful and safe decisions. 

Job Purpose

As a Finance Officer, you will be responsible for the purchase ledger and treasury functions.  This role will analyse, maintain, process and post the direct expenditure of the organisation, ensuring that the financial procedures are followed and that there is no duplication of payments with the purchase ledger.  

Ensure supplier payment runs are ready for payment, and be the point of contact for suppliers and any queries relating to the process and to provide support to the Finance function to ensure the smooth running of the department.

Responsible for supporting the Company RBS Bankline cards and functions on all issues relating to cards including administration, co-ordination and management of ad-hoc operational activity, whilst ensuring that the financial procedures are followed.

This role will work closely and communicate with a number of internal and external business partners and stakeholders.

As a member of the finance team, your role will be instrumental in enabling the provision and collation of timely financial management information for both strategic and operational purposes and decision making.  Ultimately, you’ll help maintain our company’s financial health and make sure we use our resources beneficially.

Key Responsibilities

The finance department works with number of internal business partners including the Chief Executive Officer, Senior Management Team, Board of Trustees, all levels of staff, the people and families of those we support as well as our external stakeholders (Auditors, Solicitors and HMRC).  It is important that these partnerships are developed and a key responsibility will be to maintain strong working relationships by communicating effectively, positively and proactively.  

· Administer and support on all issues pertaining to Company RBS Bankline cards, providing training to new or refresher training to existing card holders. 
· Identify any recurring entries against bank transactions not posted to SAGE, liaising with the Finance Officer (Sales Ledger/Accounts Receivable), and process recurring entries into SAGE.
· Ensure that all invoices for payment are processed in a timely manner - coded correctly, scanned and collated with the relevant authorisation paperwork for payment included for forwarding to the relevant authorising officer/s for formal authorisation, escalating to the Finance Manager or in their absence the Director of Finance & ICT should the appropriate authorisation required be unattainable. 
· To analyse and investigate any purchase ledger queries, prior to posting the direct expenditure of the charity, ensuring that the financial procedures are followed and there is no duplication of payments with the purchase ledger.    
· Process ad-hoc payments including payment requests in a timely manner for individual services or company officers.
· Check and challenge discrepancies to completed company expenses claim forms processing them monthly within the agreed deadline specified each month, ensuring that payments made to employee are correctly authorised prior to payment being made. 
· Responsible for the processing of journals and uploading into SAGE for travel expenses following Finance Manager review
· Working with the finance management team, contribute to the development of an electronic company expense claim forms and maintain auditable and accessible records for expenses on behalf of the company to assist the Finance Manager and Finance Director with ESOS audits, and to ensure that HMRC policies are being adhered to.  
· To prepare and generate BACS payments as a minimum on a weekly basis, ensuring adherence to financial controls. Dealing with supplier/purchase ledger queries from internal colleagues  and external parties as well as be the first point of contact for suppliers in relation to any queries to this process. 
· Responsible for checking the monthly contracted Vodafone invoice for accuracy, investigating any discrepancies prior to creating the monthly recharge journal for SAGE with the correct nominal and department code, ensuring that the Finance Manager has had final oversight and approval prior to posting the journal to SAGE.  
· Reconcile supplier statements to supplier balances on the financial system and ensure vendor details are maintained accordingly.

· Setting up new bank accounts and managing bank mandates in liaison with the Finance Manager.  
· Liaise with the RBS Relationship Manager as required to resolve any support team queries.
· Administer the management of data on CARISTA when required.  Currently Payroll Officer managing the setting up of services/service staff for payroll purposes on CARISTA, with a member of the team creating the corresponding SAGE nominal codes.  The SAGE aspect will not sit with the this post, but will sit with the Finance Manager (as per above comment – this need to be clear to all staff). 
· Provide monthly support to payroll, and in regards to the checking CARISTA for payroll.  
· Provide appropriate and timely input to the organisations reporting exercises/meetings, and work closely with the other finance team members to contribute in the production and implementation of weekly/monthly/quarterly/annual finance team deadline schedules. 
· Through discussion with the Finance Manager in support and supervisions identify and agree your annual objectives, personal training plan and development needs. Planning for these to be achieved within agreed timescales. 
· Undertake any other duties as required by the organisation, or as directed by the Finance Manager and/or Director of Finance & ICT.
Other Tasks (Hybrid)

· Daily monitoring of the finance email account and dealing with internal and external queries via the Finance email account. 
· Maintain petty cash, cheque book stock and inventory spreadsheet. 
· Provide support to the Finance department/function as a whole, to ensure the smooth running of the department. The prioritisation of which will be agreed with the Finance Manager and in the in their absence, the Director of Finance & ICT.
· Support the planning and promoting of CARISTA Finance Workshops for Senior Development Leaders and Development Leaders.
· Develop strong and supportive working relationships with colleagues across the finance team.  Attend team meetings and actively contribute to the team agenda, discussions and the development of the finance department.
· To carry out finance and administrative tasks of the finance department as required, including supporting external reporting to external bodies.
· Provide advice and finance department/team support and guidance to Partners for Inclusion Managers/Staff/Committees/Services & legal guardians as required. 
· Support other finance team tasks during periods of absence, high workload or as and when the business requires this flexibility.
· Support the Finance Manager with specific role related tasks required for the preparation of year end data and annual budgeting process. 
· Work with the Finance Manager and Director of Finance & ICT to develop, improve and maintain finance and management information systems/record keeping/reporting and registers and their associated procedures in order to improve and efficient hybrid way of working across the team. 
· Ensure that the Finance Manager is advised if and where it is identified that finance policies and processes are not being adhered to.
· Assist with taking telephone calls and forwarding messages in the office.
· Contribute to training and support for all staff as required. 

Person Specifications

Desirable Qualifications:

· Hold a current Financial Qualification (SVQ Level 3 or equivalent) or at least two years’ relevant experience.
Essential Experience:

· Good working knowledge and experience of other finance-based software excluding SAGE.
· At least two years relevant evidenced experience of working within a finance department.
· Experience of working in a finance role within a complex organisation, covering a range of finance functions and activities.

Desirable

· Experience of the Health & Social Care Sector.
· Experience of maintaining a Purchase Order System.
· Experience of HMRC legislation.
· Good working knowledge and experience of using SAGE payroll and OR SAGE Line 50 Accounts. 

Skills/Knowledge/Understanding:

Essential

· Strong IT skills: Good working knowledge and experience of the Microsoft Office suite especially Outlook, Word and Excel with the ability in particular to structure, analyse and interpret complex financial data for a variety of audiences.
· Understand the role and operation of finance within a complex organisation.
· Ability to work effectively to achieve tight deadlines and prioritise and manage multiple tasks.
· High standard of accuracy and presentation.
· Good oral and written communication/presentation skills, to convey financial information to a wide audience, including non-financial colleagues, clearly and effectively.
· Highly organised with the ability to prioritise.
· Ability to work effectively with others to help contribute to the wider overall organisational strategic and business objectives whilst proactively developing your knowledge and experience within the department.

· Ability to work confidently, accurately and to use your own initiative, working within a team collaborating and sharing expertise. Understanding  when it is important to refer decisions back to a more senior member of staff or the team.
· Be able to contribute to the continuous improvement of administrative procedures or the development of new ones.

· Ability to understand and pass information to people with different levels of understanding. 

· Ability to present information in concise clear manner to an individual or the team.
· Assertive and confident when working across reporting lines. 

· Professional telephone manner. 
· Being able to build good working relationships – remotely or face to face.
· Ability to organise, prioritise and manage workload and multiple tasks in a time restricted environment.
· Ability to be flexible around working hours during peak periods of work.

Desirable: 

· A broad knowledge of financial issues within Health & Social Care, including Self Directed Support.

Attitudes and Values:

· Approachable and enthusiastic, adopting a positive “can do” attitude to overcoming challenging situations.

· Empathy with aims and values of the organisation.

· Self-motivated, able to work effectively under pressure and to tight timescales.

· Solid team player that will work outside area/s of comfort to support colleagues. 

· Displays commitment and enthusiasm.

· Commitment to continuous improvement including own professional development.
· Willingness to be flexible and dynamic in both outlook and approach as organisation needs change.

· Demonstrate and promote the Partners for Inclusion values in your day to day work

This Job Description and Person Specification reflect the duties of the post as they exist at this time and may be subject to change. The post-holder may be required to undertake other duties commensurate with the salary and competence requirements of this post from time to time.
