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THE BROOMHOUSE CENTRE & ENTERPRISES
JOB DESCRIPTION

Position:

Finance and Fundraising Administrator (part-time)



Responsible to: 
Chief Executive 
Based: 


Broomhouse Centre, 79-89 Broomhouse Crescent, 




Edinburgh, EH11 3RH
Salary:


Salary scale £21,851 - £24,972 per annum (pro rata)


Pension:
Employers contribution of 8% to your stakeholder’s pension with Aviva

Hours of Work:
Tuesday, Thursday, Friday – 24 hours per week (some flexibility on these days could be available)
Purpose of the job
To provide an administrative and financial service to the Chief Executive and the Project Managers within The Broomhouse Centre & Enterprises.
Main tasks

· To assist the Chief Executive and Project Managers in the financial and general administration of the Centre & Enterprises.
· Financial Management
· Review expenditure patterns on service contracts and pursue best value

· Maintain and review and renew expenditure contracts

· Assist the accountant to produce statements

· Manage and process funding documentation to ensure necessary funding conditions are fulfilled; reporting to funders, CEO and Project Managers; maintain funding spreadsheet and record system
· Process income and expenditure using QuickBooks accounting package

· Inputting invoice and recording payments in Purchase Ledger.  Prompt payment of invoices
· Daily petty cash accounting and weekly reconciliation
· Sales invoicing and regular statements. Maintenance of sales ledger and credit control
· Banking of income received
· Maintenance and reconciliation of on-line banking accounts to Quickbooks
· To process monthly salary adjustments to payroll bureau
· Notify amendments to SCVO the payroll provider
· Process all deductions such as CSA, student loans
· Pension adjustments liaising with pension provider 

· Payment of HMRC monthly return
· Assisting the accountant in producing regular financial statements for meetings and funders/reports using QuickBooks accounting package
· To assist the accountant with the preparation of the quarterly VAT return
· To assisting the accountant to complete grant returns
· To monitor receipt of funding on quarterly/annual basis on funding database and schedule
· To act as Fire Officer in Chief Executive’s absence.  Weekly fire alarm checking and twice yearly total evacuation procedure
· To adhere to the financial protocols laid down by the BCE’s Board of Directors 
· To support staff members re Word, Publisher, Excel, PowerPoint software packages as well as internet and email usage
· To act as Health and Safety Officer for the organisation
· To assist the Chief Executive with regards to financial information required for funding applications and events
· Responsible for the security of the building in the absence of the Chief Executive 
· Occasionally you may be asked to work anti-social hours with time off in lieu
· Any other tasks that the Chief Executive may deem appropriate 

Contacts in post
Suppliers, contractors, staff and volunteers, local agencies, statutory bodies, Councillors, schools, funders.

Team work
· To work as part of the wider team to ensure services are delivered effectively, including stakeholders to ensure the organisation’s remit is carried out with regard to statutory commitments and best practice
· To maintain the project offices and resource bases
· To fulfil organisational requirements in relation to receiving training and practice development, and to develop individual and team skills
· Work to legislative, ethical, policy and procedural requirements including all Broomhouse Centre policies & procedures (HR, Health and Safety & Operational)
· To uphold best practice on safeguarding and Protection of Children and Vulnerable Adults
· Undertake relevant Continuing Professional Development including maintaining interest in the latest relevant literature
· Liaise with other voluntary, statutory workers and stakeholders as required
· Use communication systems to good effect including email, pigeonholes, meeting agendas and notice boards
· Care for the work environment to promote effective working
· Team work including taking part in the induction of staff and supporting other team members including offering constructive challenge where appropriate
· Understand fully the requirement for confidentiality in all areas of your work
SUPPORT AND SUPERVISION
· Report to Chief Executive on a weekly basis
· To undertake Support & Supervision, and planning meetings with the Chief Executive 
· Attend and be involved in Broomhouse Team Meetings & other staff meetings as required.
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