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JOB DESCRIPTION:
Finance & Administration Officer
REPORTS TO:

Youthlife Manager
ACCOUNTABLE TO:
Youthlife Board of Directors
HOURS:


30 hours per week

JOB SUMMARY:

To provide administrative support to the day to day management of Youthlife’s financial accounting and payment processes. To maintain administrative support for Youthlife programmes and services.
KEY RESPONSIBILITIES:
1. Maintaining the financial systems, records and processes of Youthlife, ensuring compliance with Youthlife Financial management policies, funders requirements and legal obligations

2. Sending and receiving invoices, paying bills, making bank lodgements and maintaining relevant records in line with good accountancy practice
3. Maintaining a petty cash system
4. Calculation and payment of salaries including PAYE and Inland Revenue Returns
5. Manage Youthlife’s correspondence including letters, phone calls and emails, reflecting positively the ethos of Youthlife in all communication
6. Provide a financial overview to the Treasurer prior to Board meetings and supply financial information required by the Board in a timely manner
7. Adhere to Youthlife’s 5 year strategy
8. Undertake training and development and staff appraisal
9. Reflect the confidential and sensitive ethos of Youthlife in all interaction with members of the public who may be visiting or telephoning the office.

Youthlife is an equal opportunity employer.
This job description is not meant to be definitive or restrictive but will be revised to meet the needs of the organisation.  Any changes to the Job Description will be made in consultation with the worker.[image: image2.png]



