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FOYLE WOMEN’S AID
Finance Administrator
Job Description
Ref: FA/05/21
	POSITION:
	Finance Administrator

	LOCATION:
	Foyle Women’s Aid

	RESPONSIBLE TO:
	Financial Controller

	SALARY SCALE:
	NJC Scale 3 - 4 (£19,312 - £21,748)

	HOURS OF WORK:
	35 hours per week

Time-off-in-lieu (TOIL) is available for additional hours worked in accordance with the policy.

	DURATION:
	Permanent full-time


Foyle Women's Aid is the lead agency offering a specialist domestic violence support service in the Foyle Trust area. We offer a range of outreach services and secure supported accommodation for women and children. The work is underpinned by an ethos of self-help and mutual support.
JOB PURPOSE
Foyle Women’s Aid is going through a period of change and growth, with the planning and development of the Foyle Family Justice Centre. The Finance Administrator post represents the need for a broad mix of finance and administrative skills, with strong business acumen. 
The Finance Administrator will assist the Financial Controller in the day-to-day running of the Finance Department.
KEY RESPONSIBILITIES
1. Finance
· Maintain and record transactions on Sage 50 Accounts ledgers

· Complete monthly bank reconciliations

· Maintain and record petty cash transactions on Sage 50 Accounts system

· Payment of outstanding invoices (by cheque/BACS), ensuring receipts are received for each item of expenditure and are properly filed

· Input invoices/payments onto Sage 50 Accounts system

· Record monies received by cash/cheque and make lodgements to bank

· Record cash/cheques received onto Sage Accounts 50 system

· Maintain NIHE rent and service charge accounts (invoicing and payments) for all service users and input into Sage Accounts 50 system

· Liaise with NIHE Area office regarding queries of Housing Benefit payments as required

· Assist with the financial monitoring of funded projects within the organisation

· Assist with the completion and evidencing of financial returns to funding bodies

· Liaise with statutory auditors on an ad-hoc basis as required

2.  Secretarial Duties
· Assist with ordering of goods and services within the Organisation

· Maintain stock of accommodation units and offices within the Organisation

· Assist in recording and maintaining project/organisational statistical information

· Assist in the administration and recording of recruitment information
3.  Confidentiality/Data Protection
Adhere to the FWA Confidentiality and the Data Protection Policies and Procedures at all times, with a client-centred approach.
4. Public Relations

Ensure that your conduct contributes to maintaining good public relations between FWA and other agencies/stakeholders.

5. Supervision &Training

· Be aware of your own training needs and attend relevant training courses in consultation with your Line Manager.

· Prepare for and positively contribute to your Performance Development Reviews (PDRs).

· Prepare for and regularly attend team meetings and other local meetings as and when required.
6. Health & Safety
· Ensure that Health and Safety regulations are adhered to, in accordance with the Organisational Health and Safety Policies.
· Ensure that a healthy and safe environment exists for all staff, and to contribute to a positive working environment. 
7. Any Other Tasks

Adhere to FWA and Foyle FJC policies and procedures at all times.

The job description is intended to indicate the broad range of responsibilities and requirements of the post and is neither exhaustive nor prescriptive. The post-holder is therefore expected to undertake any other duties as may be reasonably required.
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