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The post is based at SCOREscotland offices at WHALE Learning Centre, 30 Westburn Grove, Edinburgh EH14 2SA 

Job Description

Finance Administrator
The Finance Administrator will provide office administration especially financial administration, to SCOREscotland.  This is a key post as the administrator will often be the first point of reference for public enquiries and he or she will be responsible for the efficient administration of SCOREscotland finances and the preparation of financial reports to the Board and funders.  The role will involve effective communication with our key partners, accountants, the Treasurer to the Board and a diverse staff team. The Finance Administrator is a crucial team member, responsible to the Manager and contributing to the provision of a quality service for black and minority ethnic people in South West Edinburgh.  
Main duties and responsibilities of the post
· FINANCE
Maintain existing financial systems including petty cash, expenses, mileage claims, income & expenditure records, process all payments through cashflow and monthly bank reconciliation, Invoicing & purchase orders

· Provide Management Committee with full 3-monthly financial reports

· To have responsibility for processing project finances including bookkeeping, preparing claims, keeping records; and preparing books ready for audit

· Support and supervise volunteer finance assistants when required
· Prepare financial reports to funders, manage payments and receipts, cash handling and accountability for floats 

· Monitor and liaise with staff and other organisations to ensure that financial receipts and payments are accurate, timely and appropriately handled. 

· Ensuring programme staff are kept informed on all relevant financial issues. 

· Preparation/Management of monthly payroll information
· Liaising with programme staff to forecast expenditure against cashflow 

· Carry out project financial related work as required such as budget re-profile, regular up-dating of claims tracker or financial reports for monthly reports to funders
OFFICE MANAGEMENT
· Overall day to day office management

· Organise, maintain and tidy the office area and equipment, as a team member
· receive and sort mail and deliveries
· Deal with phone enquiries, as appropriate
· To maintain inventory of items of value, to stock-take stationary and to be responsible for maintaining the stocks of office items.
· Any other duties that the Manager may deem necessary

Person Specification

Skills and Experience required

Essential
· Excellent manual and computerised bookkeeping knowledge/experience.

· Excellent financial administration

· Finance qualification required or proven experience in finance work.

· Very good IT skills including Word Processing, EXCEL, SAGE or preferably, Xero accounting system.
· Excellent verbal and written communication skills 
· Experience of working under pressure and keeping to deadlines.

· Experience in buying and stocking stationery and other office equipment.

Desirable

· Knowledge or experience in developing website, using Power point and desktop publishing.

· Experience of organising events.
· Ability to speak one or more community languages.

· Experience of working with black/minority ethnic people
· An understanding of BME issues including under representation and racism
This is a part-time, 2 days a week post.
SCOREscotland is an equal opportunity employer and does not discriminate on grounds of race, gender, marriage, pregnancy and maternity, religion and belief, disability, age, sex or sexual orientation

SCOREscotland is funded by a diversity of funders, including the City of Edinburgh Council and the Climate Challenge Fund
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