MUSSELBURGH AND DISTRICT CITIZENS ADVICE BUREAU (MCAB)
JOB DESCRIPTION

Job Title:
Finance and Funding Officer 

Responsible to:
Chief Officer

Hours of work: 
21 Hours Per Week
Salary: 

£27,322 Pro Rata
Contract Term:
Permanent
Summary of main responsibilities:

The Finance Officer is responsible for overall management of the finance function. The role involves the preparation of accurate, timely and appropriate financial information, for the Chief Officer, Board of Trustees and external partners. Together with delivery of financial procedures to ensure smooth delivery of services and efficient use of resources.  The role also involves gathering of statistical data for reporting and funding purposes.

1. Overall responsibility for finance

· Ensure that the charity’s funds are used appropriately and in line with the stated charitable aims and objectives

· Ensure financial procedures are implemented, reviewed and updated as appropriate

· Responsible for project and restricted funding being properly accounted for and communicated to funders
· Work closely with Chief Officer and Treasurer to assist in Budget preparations and Forecasts including preparation for funding applications.

· Management of cash-flow to facilitate ongoing operations

· Keep appropriate accounting records for audit/independent examination purposes
· Assist in any audit/independent examination processes that may be carried out in the office

2. Preparation of accounts and financial information

· Preparation of monthly management accounts 

· Preparation, along with the accounts examiners, of statutory report and accounts

· Provision of financial information to the Board and senior management team to allow informed decision making and proper risk management

· Preparation of quarterly budget returns to project funders

· Preparation of funding applications and statistical returns to funders

· Preparing and reconciling year end accounts for inspection by the Examiners.

3 Payroll, invoices and pension payments

· Responsible for ensuring that monthly payroll is processed (via external payroll company) and all staff payments, PAYE and pension contributions paid on time

· Responsible for auto-enrolling employees in the organisations pension scheme

· Payment of invoices and payments to partner organisations, and the proper recording of these through financial accounting software Xero.

4. Procurement

· Regularly reviewing expenditure to ensure the most efficient use of charity resources

· Cost-savings implemented where appropriate

5. Costing of services

· Provide accurate costing of Bureau services for project funding applications, tenders and any other grant awards

6. Other

· Management of finance volunteers

· Any other reasonable tasks as requested by the senior management team

Person Specification

Essential criteria

· Relevant experience of financial management providing support to senior management

· Track record of implementation and review of financial procedures

· Knowledge of accounting standards and requirements

· Excellent communication skills, particularly the ability to give clear information to senior decision-makers, and to convey complex financial information to non-finance individuals

· Ability to establish good relationships with staff, funders and stakeholders

Desirable Criteria

· Qualified (or part-qualified, qualified by experience) chartered accountant

· Experience and understanding of voluntary sector accounting

· Experience of charity funding accounting

· Commitment to the values, ethos and principles of Citizens Advice

· Awareness of the funding environment that CAB operates
· Experience of Xero Finance and Accounting Software

