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Castle Pool Finance & Admin Assistant Job Description


                                                                       JOB DESCRIPTION

Castle Pool Finance & Admin Assistant

	Job title:


	Finance & Admin Assistant 

	Salary:
	£10,000 per annum


	Hours:


	20 hours per week delivered 4 hours per day Monday to Friday

	Pension:


	Auto enrolment pension scheme

	Annual leave:


	27 days + statutory Bank Holidays

	Tenure:
	Permanent


	Based at:
	Castle Pool, Farnborough Road, Castle Vale. Birmingham B35 7EH


	Responsible to:
	Spitfire Services Finance Manager


	Main Purpose of role:


	To support the Finance Manager, the Castle Pool Board of Trustees, employees and volunteers recording all expenditure incoming and outgoing. Maintaining financial records, processing payments, cash handling, helping with year-end accounts and budget setting.


Key responsibilities/job purpose:
· Work closely with the Spitfire Services Finance Manager to ensure smooth operation of all finance matters.

· Match invoices to statements and purchase orders to invoices.

· Assist in the production of financial statements and applications, preparation of spreadsheets, reports and correspondence as required.

· Provide reports/information to contribute to monthly/yearly budget setting.

· Plan, organise and manage own workload to ensure your contribution to the organisations monthly financial reporting process is achieved in a timely and accurate manner.

· Ensure timely payment of invoices.
· Manage the petty cash process.

· Manage the Pool daily takings and cheques received making them ready for banking.
· Prepare supplier invoices for payment.
· Report repairs to appropriate maintenance contractors.
· Resolution of financial related queries.

· Assist with end of year accounts preparation.

· Provide financial support to team members and volunteers.

Person Specification

	Essential
	Desirable

	Some experience of working in a finance office
	Either a Business Admin NVQ/SVQ level 2 or above / Or

	A good basic understanding of accounting processes and procedures
	Foundation level AAT 

 Or/

	Awareness of the provisions of the Data Protection Act and to be able to apply them in your work area
	Bookkeeping NVQ/SVQ level 2 or above

	Good level of competence in Excel, Word and Outlook
	

	Good keyboard skills
	

	Good communication and listening skills
	

	Good organisational skills used in planning own work
	

	Calm and professional disposition
	

	Self-motivated and enthusiastic
	

	Ability to meet targets and deadlines
	

	Ability to work under pressure and respond to changing priorities
	

	Able to work with minimal supervision
	

	Willingness to accept responsibility
	

	Good problem solving ability
	


Training
Full training in the operating systems and finance procedures used by both Spitfire Services and Castle Pool will be given.

Health and Safety

You must follow the company’s Health and Safety Policy and to also be aware of your own safety.  Should you see anything that you consider to be unsafe please report it to your line manager immediately.
Equal Opportunities

Understand and promote positively our Equal Opportunities policy and ethos.
Disclosure and Barring Service Check

Appointment subject to satisfactory enhanced Disclosure and Barring Service check.

Confidentiality
Will be required to read and accept our confidentiality policy.
This Job Description is provided so that the Post Holder understands the principal duties they will be required to deliver – it is not an exhaustive list and other financial tasks may be added.  It may be amended from time to time to reflect changes in working practices in consultation with the post holder.

Reviewed annually at appraisal time.
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