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Job Description and Person Specification:  Finance Assistant
Hours of work:
       17.5 hours per week

Salary:

       £ 18,998 (SCP 19) PRO RATA; Plus 6% Employer’s Pension Contribution 
Holidays:
       25 days per annum plus 12 public holidays PRO RATA 
Reporting to:
       Enterprise Development Manager
Main Purpose:       The day-to-day administration and maintenance of the GWL SAGE accounting system, involving multiple funding streams, ensuring that GWL’s financial records are robust, comprehensive, accurate and up-to-date.
Main Duties and Responsibilities: 

· Financial recording and processing using SAGE, including: Day-to-day Petty Cash activity; Processing bank receipts (including grant payments) and expenditure; Issuing and paying all invoices by on-line banking or by cheque
· Carrying out monthly reconciliations of: Remittances and payments; Bank statements; Petty cash; Credit Card expenditure / statements; PayPal activity; Card reader activity; Salary payments
· Working with the GWL Accountant to prepare the bi-monthly Management Accounts for the GWL Board of Directors
· Preparing of the financial paper records for the Annual Audit
· Preparation of Financial Reports for the Enterprise Development Manager
· Liaising closely with Project Development Workers regarding project income and expenditure budgets
· Maintaining excellent relationships externally (e.g. with suppliers, the payroll service provider, accountant, funders, etc.) 

· Liaising with the bank regarding account changes, Petty Cash and pay-ins
· To cover the GWL reception desk when necessary, responding to the needs of a range of GWL users, by telephone, email and in person 

· Preparing for, attending and contributing to regular staff team meetings and Support & Supervision sessions with the Line Manager
· To undertake appropriate training and staff / volunteer development

· To undertake any other reasonable duties, commensurate with the job title, as may be determined by GWL, and to work within its policies and procedures. 

Person Specification: Finance Assistant
The Person Specification is designed to let applicants know what is required in relation to the attributes of a successful candidate. The Person Specification is divided between 'Essential' and 'Desirable' attributes. 

In order to convince the selection panel that you should be short-listed for interview, you must be able to show that you meet all the Essential requirements. If you can also meet some or all of the Desirable requirements, then you will have further advanced your case for a successful application.

Please try to structure your own answers on the application form to show the panel how you meet these requirements, especially the Essential ones. If you are called for interview, the panel will ask you questions specifically designed to confirm your ability to meet such requirements.
	Skills and Abilities
	Essential
	Desirable

	Excellent organisational skills, with the ability to meet deadlines
	√
	

	Ability to think creatively and proactively
	√
	

	Ability to work as part of a team, to use own initiative and organise own workload
	√
	

	Excellent communication, presentation and interpersonal skills: written, verbal and in use of Social Media with a diverse range of people
	√
	

	Proficient IT skills including word processing and database management
	√
	

	Ability to work flexibly including evenings and weekends 
	
	√

	Responding positively to problem solving and changing business, strategic and operational needs
	√
	

	Experience
	
	

	Highly experienced in all aspects of administration and maintenance of SAGE for financial recording and processing, including multiple funding streams
	√
	

	Experience of working in a team and/or with volunteers
	√
	

	Knowledge
	
	

	Good understanding of GWL and a strong interest in supporting its Aims, Objectives and Core Values
	√
	

	A knowledge and understanding of women’s equality and social inclusion issues
	
	√

	Training and Qualifications
	
	

	Certification or qualification in SAGE
	
	√

	High level of training in SAGE
	√
	

	Other
	
	

	Interest in women’s history and achievements
	
	√


Fixed Term Contract for three years, initially until 31st March 2016  

Women only need apply as this job is required to be for a person of a particular sex under Schedule 9, Part 1 of the Equality Act 2010

CLOSING DATE FOR APPLICATIONS: 12 noon, Friday 17th April 2015 
[image: image2.png]. N\ GLASGOW
(q\l WOMEN'S
LIBRARY



[image: image3.png]


[image: image1.jpg]

