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Person Specification:
Finance/Administrative Officer
The successful applicant will have the following responsibilities:
· To provide administrative support to the day to day management of Youthlife’s financial accounting and payment processes.

· Administration of all expenditure and payments processes, ensuring completeness of income against invoices issued and grant payments due.

· Administration of all expenditure and payments processes, ensuring compliance with Youthlife Financial management policies and legal requirements.

· Maintaining administrative support structures for all elements of Youthlife programmes. 

· Financial administration of current funding allocations, financial reporting to funders and assisting with future funding applications
· Preparation of monthly accounts, monthly payroll, payment of invoices and working with auditors for end of year accounts.
· Maintaining efficient and effective filing systems. 

· Administration of all desktop publishing, reports, minutes and other in-house publications.
Applicants must have as essential:
· 5 GCSE’s including English and Maths or Accounts (Grade A – C).

· Experience of working in a Finance Administrator or Officer capacity

· Sound knowledge of basic accounting, budgets and income and expenditure processes/procedures
· Strong ICT skills including MS Excel, Word and Outlook

· 2 years employment maintaining financial and administrative records in community and voluntary sector
Applicants should have as desirable:
· Excellent communication and interpersonal skills and able to operate with diplomacy, tact and empathy.

· Ability to take responsibility and work on own initiative

· Strong organisational & time management skills.
· Ability to work with enthusiasm and respect as part of a team.

· Demonstrate attention to detail.
· Commitment to respecting the confidential and sensitive nature of the work 
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