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Glasgow Centre for Inclusive Living

Job Description:
Finance Assistant

Reporting to:

Finance Manager

Role Overview
Responsible for processing and recording GCIL’s financial transactions to a high professional standard within the parameters set by the Finance Manager.  Responsible for processing payroll data for GCIL’s payroll service in a timely and accurate manner, and for dealing with both internal and external queries in an appropriate manner.

Accountabilities:
Financial Administration
Payroll Administration
Service 


Managing Resources
Learning and Improving

Financial Administration
· Process and record GCIL’s financial transactions in an accurate and timely manner, including the administration of GCIL’s day-to-day financial functions: keeping accurate records of income and expenditure, administering petty cash, issuing and paying invoices, and maintaining manual and computerised records.
· Follow GCIL’s agreed banking, cheque authorisation and petty cash procedures to ensure accurate transactions occur.

· Accurately process the approved expenses and other payments of staff, members, directors and others in line with the organisation’s policy relating to expenses alerting the Finance Manager to any anomalies.
· Assist in the production of monthly management accounts including profit & loss, budget, balance sheet and cash flow reports and other financial reports as required by the Finance Manager, ensuring accurate accounting procedures adhered to. 

· Assist the Finance Manager in collating accurate financial and performance information needed for the preparation of funding claims including ESF claims.

· Assist the Finance Manager in preparing year end accounts ensuring accurate accounting procedures adhered to.
· Take responsibility for the systematic filing of all financial information.

· Undertake credit control duties as required including regularly reviewing the sales ledger and taking the appropriate action with regard to overdue accounts to generate timely revenue (sending reminders, follow up phone calls etc) and informing the Finance Manager of any issues.  
Payroll Administration
· Administer GCIL’s payroll service and the Enhanced Payroll Service in a timely manner, to ensure accurate payments relating to staff and beneficiaries/clients salaries, income tax, NI and other deductions.
· Provide accurate information and advice to prospective clients of the payroll service and the Enhanced Payroll Service.

· Provide detailed payroll information and support to clients who register to use the services.

· Prepare and provide pay slips for employees on the basis of timesheets returned by clients, seeking approval where appropriate.

· Accurately compile all statutory end of year information and make returns to the Inland Revenue on behalf of clients where required.

· Ensure that accurate paper and computer records are maintained at all times.

· Provide accurate payroll and client account information to clients and GCIL advisors for monitoring returns.
Service 
· Ensure a high level of service is provided to both internal and external customers.

· Take direction, as necessary, by the Finance Manager in relation to tasks, workloads and priorities.
· Ensure that services are provided in accordance with GCIL’s Confidentiality, Equal Opportunities, Health and Safety, Quality Assurance, and User Involvement Policies (and any other relevant policies as required).

· Undertake such other duties as may be required by GCIL management that are consistent with the overall aims of the post.

· Liaise with clients and their employees on an ongoing basis in order to ensure the provision of an accurate and efficient service.

· Provide own clerical support and carry out general administration duties for the payroll service.

Managing Resources 

· Take responsibility for resource utilisation displaying an awareness of the limits on GCIL resources.
· Control costs where appropriate, including using time appropriately, using equipment respectfully, having an awareness of the time to correct errors.  
· Apply correct financial procedures and seeks approval as required

· Take responsibility for saving cost and make recommendations where opportunities are identified.

· Maintains efficient processes and systems. 

Learning and Improving 


· Take responsibility for own personal development and improvement, looking for opportunities to gain additional skills and knowledge. 
· Ensure that skills and knowledge to carry out role are up to date.
· Share ideas and information with others.

· Attend internal / external events to improve knowledge and understanding of immediate job role.
· Seek and understands constructive feedback, and adapt approach based on feedback received.
Competencies
Customer Care:  Understands who GCIL’s ‘customers’ are, strives to deliver quality service, builds relationships with external organisations.
Delivering Results:  Understands what needs to be done and stretches abilities to deliver results effectively, monitors, reviews and evaluates to improve performance.
Managing Relationships:  Supports the values of GCIL in practice, demonstrates mutual respect and understanding in all working relationships, takes into account other’s views.
Person Specification - Finance Assistant

	Qualifications
	Essential
	Desirable
	Measured

	1  Full and verifiable relevant experience in a similar post
	(
	
	App Form

Interview

	2  Recognised financial qualification, e.g. HNC Accountancy, or demonstrable equivalent experience
	
	(
	App Form

Interview


	Knowledge and Experience
	Essential
	Desirable
	Measured

	3  Excellent bookkeeping and general financial skills
	(
	
	App Form

Interview

Exercise

	4  Full and verifiable experience of maintaining manual and computerised financial records
	(
	
	App Form

Interview

Exercise

	5  Good understanding of all aspects of payroll, including manual calculation of SSP & SMP, auto enrolment, current legislation and year end procedures, Inland Revenue queries and tax credits
	(
	
	App Form

Interview

Exercise

	6  Excellent working knowledge of Microsoft Office applications (in particular Word, Excel, Access, Outlook)
	(
	
	App Form

Interview

Exercise

	7  Experience of using Sage Line 50 and Sage Payroll, or similar accounting software 
	(
	
	App Form

Interview

Exercise

	8  Experience of financial administration within a voluntary sector organisation
	
	(
	App Form

Interview


	Skills and Abilities
	Essential
	Desirable
	Measured

	9  Ability to provide a quality, courteous and professional service to both colleagues and clients
	(
	
	Interview

References

	10 Enthusiastic, self-motivated and used to working on own initiative
	(
	
	Interview

References

	11 Excellent organisational skills and the ability to work efficiently and effectively under pressure
	(
	
	Interview

References

	12  Ability to prioritise work and meet tight deadlines while maintaining high levels of accuracy and attention to detail
	(
	
	Interview

References

	13  Shows a flexible attitude to team roles and works effectively within a team to achieve shared objectives
	(
	
	Interview

References

	14  A commitment to the equality and empowerment of disabled people
	(
	
	Interview

	15  Excellent interpersonal and communication skills, both written and verbal, and ability to interact effectively with people at all levels
	(
	
	App Form

Interview

	16  Works with an attitude of continuous self-improvement
	(
	
	Interview


Recruitment Competencies

Planning and Organising:  Manages workload and events efficiently to achieve best results, prioritise and adapts to changing situations.

Team Working: Cooperates and supports others to produce better results, within own team and across organisation.

Communication: Shares information, experience and ideas to ensure understanding, presents information, influences and negotiates effectively and appropriately.

Problem solving and Initiative: Self-managing, taking action to deal with problems that arise in the job and providing solutions (where appropriate) that are practical and cost-effective.
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