
Finance Officer Job Description
Job title:
Finance Officer

Reports to: Finance Director

Summary of role:
We are seeking a Finance Officer to provide support to the Finance Director and facilitate
the smooth operation of the finance function.

This Cheltenham Office based role will be 15-16 hours a week (ideally 4 or 5 hours per day for 3 or 4
days per week). There will be a three month probationary period to ensure the candidate is a
good fit for the organisation.

Salary is £28k-£33k FTE depending on experience and qualifications.

Key Activities

● Work with the FD to ensure smooth running of the finance function for the charity and
its subsidiary WTC Consulting Ltd

● Carry out daily/weekly bank reconciliations
● Monthly credit card reconciliations
● Calculate and pay the termly payments to Hub Partners
● Manage the preparation of the annual budget, in conjunction with the FD and other

budget holders
● Produce reports for budget holders to identify variances and inform future spending

decisions
● Support the FD in the preparation of the annual accounts and the audit process.
● Participate in Operations TeamMeetings to help improve systems and processes
● Oversee accounts receivable, chasing up debtors where required.
● Manage the submission of quarterly gift aid claims
● Involvement in the production of financial reports (e.g. cash flow forecasts, budget

variance, P&L forecasts).
● Oversee the payroll function, in conjunction with external providers
● Assist with ad-hoc project work
● Invoicing students before the start of each academic year, keeping track of mid-year

changes, bursary applications, and student withdrawals.
● Manage annual insurance contracts
● Process invoices and payments to suppliers and expenses to staff.
● Update of documentation on financial processes

Internal and External Relationships / Contacts:
INTERNAL: Finance Director, Chief Operating Officer

Personal Specifications:
Essential:
❖Mature Christian
❖ Experience with accounting software (ideally Xero)
❖ Excellent working knowledge of G Suite and Excel
❖ Excellent communication (particularly written) and organisational skills,
❖ Ability to manage multiple priorities with attention to detail and accuracy.



❖ A solid understanding of accounting principles and processes
❖ Team player/Excellent interpersonal skills
❖ Ability to think outside the box and take on ad hoc projects
❖ Self-starter who will get tasks going and drive to completion.

Desirable:
❖ An accounting qualification (AAT, ACA, ACCA, CIMA or equivalent). Consideration
will be given to part qualified.


