COMMUNITY FOUNDATIONS FOR MERSEYSIDE AND LANCASHIRE
FINANCE AND ADMIN OFFICER
Job Summary:

Under the guidance of the Finance and Admin Manager, you will support the day-to-day management of the Community Foundation’s finance and administration systems including office systems and information management.
Responsible to:

You will be responsible to the Finance and Admin Manager.
Responsible for:

You will be responsible for volunteers recruited to support your area of activities.

Salary:

The salary will be in the range £13,000 to £19,000 per annum. However, there is potential to progress beyond the upper level at a future date, if you take on additional responsibilities that would help meet the needs of the Community Foundation if required by the board and or the chief executive at that time and provided you meet the level of competency that would be required.

Values and Behaviours
Like every employee, you will be expected to exhibit the following corporate values and behaviours:

Community Leadership

Pride

Transparency 

Working Together 

These are expanded upon in the documents “Community Foundation for Merseyside – A Short History” and “Community Foundation for Lancashire – A Short History”, which is in your staff handbook/ enclosed with this job application pack.

Mission and Goals

Your job has been designed to contribute to the following:

a) the Community Foundation’s Mission

b) the Community Foundation’s Corporate Goals

c) attaining the highest levels possible of compliance with ‘Community Foundation Network Quality Accreditation’ and ‘Investors in People’ standards. 

These are expanded upon in the documents “Community Foundation for Merseyside – A Short History” and “Community Foundation for Lancashire – A Short History”, which is in your staff handbook/ enclosed with this job application pack.

Job Description

In order to contribute to the overall mission and goals, your job will be to:

· support the day-to-day development and management of all financial and administrative systems
· contribute to the development of the Operations and other strategies 
· assist in the production of budgetary control information, financial and other statistical reports for the Board, its sub-committees, colleagues and the internal and external audit process
· ensure proper submission of financial and other returns to statutory agencies
· communicate grant panel decisions and payments to applicants

· support the delivery of the grant making programmes as required

· support the monitoring action plan as required

· support the Development team in donor care, assisting with endowment reporting, gift aid claims, and providing investment reports to donors
· assist in ensuring the smooth running of all office systems
· support event management
Core Competencies

In order to do their job, every Community Foundation employee is expected to demonstrate the following core competencies:

· has an understanding of and commitment to the work of community foundations

· has excellent communication and interpersonal skills, both verbal and written

· is an effective user of IT in day-to-day work

· is a good problem solver

· is a good team player

· is able to take responsibility for their own workload, sometimes with minimal supervision

· has an understanding of and commitment to equality and diversity principles

· has an understanding of and commitment to health and safety principles

· has an understanding of and commitment to data protection principles

· is willing to undertake personal and professional development

· is customer focused

· is able to embrace and adapt to change

 

Job Specific Competencies
The Finance and Administration Officer is also expected to demonstrate the following job specific competencies:

Essential Knowledge

· qualification incorporating book-keeping, financial management and/or accountancy elements
· ICT applications, particularly those associated with data management and finance.
Desirable Knowledge

· grant management and administration processes
· principles of fund development

Essential Experience
· financial management and/or accountancy
· use of databases and spreadsheets
· general office administration

· analysing data and reporting on findings

· Customer and/or donor care

Desirable Experience

· working in or with the third sector

· use of accounting software

· event co-ordination

Essential Qualities
· ability to work on own initiative
· ability to deliver under pressure
· able to follow procedure
· accuracy and consistency

Key Performance Indicators

Your performance will be measured against the following indicators:

· effective and efficient finance and administration systems, including ICT
· responsive and effective release of financial and other data
· smooth running of office systems
· reduced operational costs
Other

· make a contribution to improved knowledge management within the Community Foundation 

These KPIs will be broken down into quantifiable annual targets, agreed between you and your manager. Your success in meeting them will be assessed as part of your annual appraisal and this will inform any decision regarding your progression up the salary band.

