First Steps (Bath)

Finance Officer
Senior Practitioner Grade, Spinal Points 23 - 24
Job Purpose

To provide accounting support and take responsibility for key financial responsibilities as outlined in the job description. There is no staff responsibility.
Job Description – main duties

· Produce and issue monthly invoices to parents using nursery management software, identifying, and resolving any invoicing issues.
· Complete updates on the nursery software when required.

· Monitor and minimise nursery debtors providing reports to managers and communicating with debtors both in written form and verbally via telephone or face to face recording all actions. 

· Reconcile payments received to the nursery software and complete a weekly banking. 

· Undertaking any claim to the provider of childcare vouchers if required. 
· Submit via the council file transfer system completed Early Years Entitlement forms. Respond to any queries and check individual child allocation from B&NES to our records.
· Update payments received to the ledger and to be responsible for the maintenance of the ledger software currently Sage Cloud Accounts. 
· Reconcile supplier statements and post to the ledger all creditors. Arrange for appropriate authorisation of expenditure in accordance with the scheme of delegation ensuring swift payment of invoices
· Produce invoices for goods and services provided.

· Place purchasing orders in line with Best Value principles.  Reviewing utility and other contracts annually.  

· Assist with recording and invoicing of Children’s Placement funding and Inclusion funding with other subsidies for families.

· Work with the Finance and Administration Manager to achieve a timely and accurate payroll. 
· Work with the Finance and Administration Manager to complete management information templates and a range of reports, reviewing financial paperwork and procedures and make appropriate changes to improve services/systems.
· Work with key staff members to research fundraising and bidding opportunities and provide financial and statistical information in support of any application monitoring the progress of applications submitted.

· Support non finance staff with finance related matters.

· Complete gift aid returns on an annual basis.
· Plan, organise and manage own workload to ensure your contribution to the charities monthly financial reporting process is achieved in a timely and accurate manner.
· Establish and maintain confidential information in line with our safeguarding policy.

This is not an exhaustive list and the post holder may be required to undertake other duties that are necessary for the smooth running of the Organisation and the welfare of our service users.
Reporting to:  Finance and Administration Manager

Based at:  First Steps (Bath) Registered Office, Woodhouse Road, Twerton, Bath, BA2 1SY


        But may be required to work at any First Steps (Bath) sites.
Person Specification

Experience

· Minimum of 2 years’ experience within an accounts environment

· 5 GCSEs at A*– C, including Math’s and English.  
· Knowledge of computerised financial information systems

· Ability to absorb detailed procedures

· Computer literate with working knowledge of Microsoft Excel and Word

· Ability to work under pressure adhering to financial deadlines with accuracy and attention to detail

· Ability to work in a team

Desirable
· AAT qualified/part qualified

· Experience of using Sage 50 accounting software

· Working knowledge of statutory legislation and ability to run a Sage payroll system.

Skills
· Excellent oral and written communication skills with the ability to relate well to people of all ages and backgrounds
Personal Qualities

· Able to respect and uphold First Steps values and to implement policies and procedures including confidentiality and safeguarding/child protection.
General

· Enhanced Disclosure and Barring check required

Effective Date:  1st April 2007
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