BELFAST AND LISBURN WOMEN'S AID

JOB DESCRIPTION
POST:


Admin worker - Finance
6 months fixed term contract (may be extended/made permanent)


RESPONSIBLE TO:
Finance Manager
LOCATION:


Adelaide Park, Belfast
Belfast and Lisburn Women’s Aid provides a range of support and accommodation services for women and children experiencing domestic violence.

SUMMARY OF POST:

To work as part of a small finance team providing the accounting function of the organisation.

MAIN RESPONSIBILITIES:

1. Book-keeping 
· Post financial transactions to the computerised accounts package namely sales invoices, purchase invoices, income received and payments made.
· To receive, check and pay all accounts due to, or incurred by, the organisation, including money due from and to the NI Housing Executive via database. Including bankline BACS payments.
· To create and manage sales invoices and cash receipts on Excel and the sales ledger including debtors control.

· To check all cash transactions, bank lodgements and handle and manage petty cash.
· To manage weekly moneydesk cash investment arrangements with the bank.

2. Fundraising 

· To prepare monitoring returns for funding bodies, promptly and accurately.

· To prepare statistics for the organisation and funding bodies.

· To prepare and manage the donations database.

· Donations /fundraising administration including thank you letters.

3. General Office Duties

· Deal with general queries by phone / letter / email etc and refer such queries to appropriate staff where necessary. Photocopy / scan / file materials meeting admin needs of all projects.
· Cover for finance staff members as required.

· Complete statutory returns.

· Analyse reports/statistics and communicate findings.
     5.
Other 

· To carry out such other duties as the Finance Manager on behalf of the organisation may from time to time determine.

· Be familiar with and adhere to organisational policies and procedures.

· Attend relevant team/organisation meetings and training.

· Respect the confidentiality of all information received as a result of the post holder’s duties.
· Carry out any other duties as required.

Hours:


37.5 hours per week

Salary:
NJC scale points 4-9

Starting salary: £18,426
