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excellence in communication
with deaf people




JOB DESCRIPTION
Finance Officer (Full Time)

	Responsible to:
	Management Accountant.


	Job summary:


	The primary role of the postholder is to administer Signature's payroll, purchase ledger and bank accounts and to support the Management Accountant in preparation of management and other accounts. 


	Competences:
	Analytical thinking - IC

Using resources - IC
Customer focus - IC
Building relationships - IC
Personal conviction - IC
Developing self – IC
Achieve valuable results – IC

Organisational perspective - IC




Key Tasks

	1.
	Using Sage Payroll:
· Calculate and pay staff salaries in accordance with Signature's conditions of employment and within HMRC regulations.

· Account to HMRC for PAYE and National Insurance contributions from staff.

· Administer the pension scheme and pay contributions in accordance with statutory requirements.

· Calculate and pay examiners’ fees in accordance with PAYE and National Insurance regulations.  Deal with all enquiries relating to the examiners payroll.



	2.
	Running of Sage/Affiliate interface to agreed timescales, promptly investigating any discrepancies.



	3.
	Processing of supplier and other invoices including preparation of BACS payments and cheques ensuring payments are made within Signature regulations and stated targets. 



	4.
	Processing of standard monthly journals, reconciliation and analysis of accruals and prepayments.  Analysis of sundry nominal accounts as directed by the Management Accountant.



	5.
	Weekly and monthly reconciliation of the bank accounts and prompt follow up of any non reconciling items.



	6.
	Fixed Assets:
· Maintenance of fixed asset register.

· Annual fixed asset inventory and reconciliation of register to physical.



	7.
	Stock:
· Processing of orders for sales of materials, including credit card if not done on line by customer.

Management of stocks of materials for resale.


	8.
	Financial Administration of grant & Projects Claims.


	9.
	Reconciliation of Access to Work claims to nominal ledger.


	10.
	Management of company credit card procedures, ensuring claims correctly completed and coded.  Follow up queries with staff and post to ledger to monthly reporting deadlines.


	11.
	Assist Finance Officer (Part Time) when necessary.  


	12.
	Carry out any other duties which may reasonably be expected of the postholder.



Relationships

	Internal:


	Staff at all levels.



	External:
	Customers, suppliers, assessors etc, HMRC and bank.


Equipment / Software Used

Microsoft Office Suite
Sage Line 50, Sage Payroll.

Telephone/Textphone/Short Message Service (SMS)

Affiliate.
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PERSON SPECIFICATION

Finance Officer 
	Requirements
	Essential
	Desirable

	Education/

Qualifications
	Educated to GCSE level or equivalent (including English Language).


	Studying towards AAT or other Accounting Qualification.


	Experience
	· Experience of working in small accounts/finance team.

· Payroll.

· Sales and purchase ledger.

	Work within education or charity sector.



	Knowledge
	· HMRC compliance, specifically payroll and VAT.
· Computer literate and knowledge of Microsoft packages including email


	Knowledge of disability/deafness.
Knowledge of Sage Accounts & Sage Payroll

	Skills and

Abilities
	· Good interpersonal skills

· Good organisational and administrative skills

· An ability to multitask and prioritise effectively

· Good attention to detail.

· Strong communication skills – spoken and written
· Good telephone manner

· Be a team player.
	


	Location and working hours
	This post is based in the Signature’s Office in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH. This is a non-smoking building and smoking breaks are not permitted.  

Working hours – Full time 37 hours per week.



	Salary
	£19,000 gross per annum.  



	Holidays
	25 working days per year, plus recognised bank or public holidays currently 8 in all.  Of the 25 days’ holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes down.



	Requirements
	Employees are expected to complete the following Signature courses within 2 years of commencing employment:

· Level 1 Certificate in British Sign Language.

· Level 1 Certificate in Developing Communication and Awareness with Deaf and Deafblind People.

Post is subject to a 6 month probationary period and receipt of references satisfactory to us.



	Pension
	Signature operates a voluntary pension scheme through the Pensions Trust.  The contribution rates are:  employees 5% and employer 10%.


