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Job Description and Person Specification


	Job Title
	Finance Officer

	Salary
	£28,000 Per Annum Pro Rata
 Permanent

	Annual Leave
	26 days per year and bank holidays and statutory holidays.
1 additional day of annual leave per year for each full financial year continuously employed by DHI, up to a maximum of 31 days annual leave per year.

	Pension
	Contributory pension scheme, where DHI contributes 7% and the employee contributes a minimum 3% of their salary tax free.

	Benefits
· Flexible home-working, allowing you to work from home for part of your working week, subject to management approval.
· Life Assurance Cover.
· Mileage allowance of 45p per mile for using your own car for work journeys.
· Cycle to Work scheme that can save you 25-39% on the cost of a bike and cycling accessories.
· Deals and discounts from DHI’s membership of charityworkerdiscounts.com.
· Access to a confidential 24-hour helpline to support you through life’s challenges.
· Training to help you to do your job well, and a friendly and a supportive workplace with a track record for promoting high performing staff.

	Hours of Work
	30 hours (0.8 FTE) per week and additional hours as required from time to time.
Usual working hours are 9am to 5pm with occasional evenings and weekends.

	Place of Work
	St James Parade, Bath and any other location required by DHI.

	Travel for Work
	Hybrid working with 2 days per week in the office.

	Accountabilities
	Accountable to: Designated Finance Manager

	Purpose
	· Promote social inclusion and independence. 
· To provide accurate, timely and reliable day-to-day finance administration across DHI and HTL, with primary responsibility for the purchase and sales ledgers. The postholder will process operational purchase orders and payments, maintain up-to-date bank postings, raise routine sales invoices, reconcile corporate cards and respond to finance queries. 
· The role will also provide trained operational cover for payroll and related HR contractual inputs, helping to strengthen resilience and reduce single points of failure across the Finance and HR functions. 

	Main duties and responsibilities 
Purchase ledger and payments 
· Maintain the purchase ledger for both DHI and HTL, ensuring transactions are recorded accurately and promptly. 
· Process operational purchase orders and supplier invoices in line with DHI procedures, approval routes and delegated authority arrangements. 
· Check that invoices and supporting records are complete, correctly coded and appropriately authorised before payment. 
· Prepare BACS payment runs and, where authorised, faster payments, one-off payments and emergency payments. 
· Resolve routine supplier, invoice and purchase-order queries with operational teams and colleagues. 
Banking and financial records 
· Download and post daily bank transactions for DHI and HTL, including receipts, direct debits and outgoing payments, so that the accounting records remain current. 
· Record transactions from the organisation’s Barclays and Unity bank accounts within Sage, working only within agreed permissions and financial controls. 
· Ensure that rent receipts and other higher-volume HTL banking transactions are posted accurately and without unnecessary delay. 
· Maintain clear and complete supporting records and audit trails for all transactions processed.
Sales ledger and invoicing
· Maintain the sales ledger for DHI and HTL and post incoming receipts to the correct accounts. 
· Raise smaller, ad hoc sales invoices, for example for student placements, room hire or other operational services, using information supplied by the relevant team. 
· Support the accurate allocation and recording of receipts and respond to routine sales-ledger queries. 
· Work with the Finance team to manage the posting of daily rental charges from the Bank Statement using the housing rent management system. 
Corporate cards and finance administration
· Reconcile DHI Barclaycards and follow up missing receipts, coding or approvals with cardholders. 
· Monitor and respond to the Accounts and HTL shared inboxes, prioritising urgent or time-sensitive matters. 
· Provide practical guidance to staff on routine finance processes, including purchase orders, invoices and payments. 
· Support the preparation of information and evidence required for the annual external audit. 
Finance Payroll and HR Payroll
· Learn and maintain a working knowledge of DHI payroll procedures to provide effective cover when required. 
· Be an active member of the HR Team and ensure relevant contractual and staffing changes are accurately reflected in payroll inputs. 
· Assist with payroll processing and the preparation of payroll payments for banking, in accordance with internal controls and authorisation arrangements. 
· Handle payroll and employee information with a high level of confidentiality and care. 
Liaise with HR and payroll support
· Work closely with the HR team to support the accurate and timely administration of payroll-related HR activity. Supporting the preparation and recording payroll contractual and approved payroll changes; using relevant HR records, folders and holiday calculation tools.  
Teamwork and continuous improvement
· Work collaboratively with colleagues across Finance, HR, HTL and operational services. 
· Contribute to reliable cross-cover arrangements and share knowledge so that essential processes do not depend on one individual. 
· Identify practical opportunities to improve the accuracy, consistency and efficiency of day-to-day finance administration. 
· Undertake other reasonable duties consistent with the level and purpose of the role. 
General responsibilities
· Work in accordance with DHI policies, procedures, financial controls and delegated authority arrangements. 
· Maintain confidentiality, comply with data-protection requirements and safeguard financial and personal information. 
· Promote equality, diversity and inclusion and demonstrate respect in all working relationships. 
· Take reasonable care of personal health and safety and that of colleagues and others affected by the role. 
· Participate in supervision, appraisal, training and development relevant to the post. 

	Skills, Knowledge, Experience, and Behaviours
The most important quality to succeed in this role will be your positive attitude, resilience, and enthusiasm for the work of DHI and your team.
Essential Criteria:
	Area 
	Criterion 
	Status 
	Assessment 

	Experience 
	Experience of maintaining purchase-ledger and sales-ledger records. 
	Essential 
	Application / interview 

	Experience 
	Experience of processing supplier invoices, purchase orders and payments within established controls. 
	Essential 
	Application / interview / task 

	Experience 
	Experience of posting bank receipts and payments and maintaining accurate transaction records. 
	Essential 
	Application / interview / task 

	Experience 
	Experience of using accounting software; experience of Sage would be particularly relevant. 
	Essential 
	Application / interview 

	Experience 
	Experience of reconciling corporate or purchasing cards. 
	Desirable 
	Application / interview 

	Experience 
	Experience of payroll processing and/or HR administration connected with payroll. 
	Desirable 
	Application / interview 

	Experience 
	Experience of working across more than one legal entity, cost centre or service area. 
	Desirable 
	Application / interview 

	Experience 
	Experience of supporting an annual audit or preparing audit evidence. 
	Desirable 
	Application / interview 

	Knowledge 
	Sound understanding of basic accounting processes, including purchase ledger, sales ledger, payment controls and audit trails. 
	Essential 
	Application / interview / task 

	Knowledge 
	Understanding of confidentiality and data-protection requirements when handling financial and payroll information. 
	Essential 
	Application / interview 

	Knowledge 
	Awareness of payroll processes and the relationship between HR contractual changes and payroll. 
	Desirable 
	Application / interview 

	Skills 
	Able to organise a varied workload, meet regular deadlines and prioritise urgent payments or queries appropriately. 
	Essential 
	Application / interview 

	Skills 
	Confident using finance software (e.g., Sage, Xero) and Microsoft Office, particularly Excel and Outlook, and able to learn digital finance systems quickly. 
	Essential 
	Application / interview / task 

	Skills 
	Clear and professional written and verbal communication skills, including the ability to explain routine finance processes to non-finance colleagues. 
	Essential 
	Application / interview 

	Skills 
	Able to work independently while contributing positively to a small, collaborative team. 
	Essential 
	Application / interview 

	Qualifications 
	AAT qualification or equivalent finance/accounting training. 
	Desirable 
	Application 
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