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Finance Manager, Citizens Advice Rushmoor 
JOB DESCRIPTION AND PERSON SPECIFICATION
Salary – c. £24,000 to £29,000 Full Time Equivalent (£9,730 - £11,757 for 15 hours per week) depending on qualifications and experience

Job Purpose
To manage the effective operation of Citizens Advice Rushmoor’s financial and administrative systems, and support the wider team with related issues.
Main responsibilities 

1. In conjunction with the Chief Officer and Honorary Treasurer, manage the charity’s financial systems to comply with relevant requirements, including:
a. Production of monthly and quarterly management accounts to agreed formats
b. Management and delivery of monthly payroll in line with contractual obligations
c. Recording and managing all financial transactions, using agreed accounting system
d. Payment of suppliers and other outgoings, in line with agreed systems
e. Production of funder and other finance related reports, using required systems
f. Reconciliation of banking and other transactions
2. Provide support for wider office administration, including where appropriate:

a. Maintenance of relevant HR information, using agreed system

b. Taking a formal supervision role with agreed volunteers
c. Supporting others with use of office equipment and systems 
d. Administrative support for occasional meetings
e. Dealing with incoming and outgoing post 
f. Occasional support or cover for reception role
3. Abide by health and safety guidelines, and wider policy compliance across the organisation
4. Undertake appropriate training, and attend internal and external meetings as agreed with the Chief Officer 
Person Specification 

1. Demonstrably proficient with accounting systems, including payroll (Sage and Sage payroll currently).
2. Sound understanding of accountancy principles, preferably demonstrated by a relevant qualification.
3. Proficient administration and IT experience, with ability to use Excel and other relevant software to produce clear and understandable reports.
4. Understanding or experience of charity finance, including restricted / unrestricted funds.

5. Experience of producing management accounts.

6. Understanding and support for the Citizens Advice service aims, principles and policies.

7. Flexibility and willingness to work as part of a team, and support others.

8. Able to organise and process sensitive information effectively, with due regard to confidentiality, Information Assurance and GDPR.
9. Able to monitor and maintain own standards, work on own initiative, prioritise and meet key deadlines. 

10. Able to work across the Farnborough/Aldershot area.

11. Able to attend occasional out of hours meetings.
12. Able to communicate clearly verbally and in writing, and to present complex information effectively.
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