[image: Welcome Logo.png]
	[image: ]
www.welcome-charity.org.uk

	[image: ]
Changing Lives Through Enterprise
www.welcome-change.org.uk


Job Description
Title: 	Part Time Finance Manager / Book-keeper
Location:	Welcome, Chelmsley Wood and Welcome Change, East Birmingham
Hours: 	16 hours per week – to be worked flexibly across 3 to 5 days
Salary:	£19 an hour + 5% pension scheme	
Reports to:	Chief Executive

Job Summary
The purpose of this role is to ensure the financial health and integrity of Welcome Charity and Welcome Change CIC (Community Interest Company) through the maintenance of accurate financial records and performance of regulatory financial tasks.

Main Duties and Responsibilities

This is an outline of the main duties and responsibilities of this post: 
· Maintaining accurate and complete general ledgers for each division
· Payroll, including National Insurance and pensions payments
· Sales and purchase ledgers and timely reconciliations there of
· Credit control
· VAT returns
· Banking, to include full bank reconciliations, and supplier payment runs
· Assisting with the year-end audit and associated compliance matters
· Production of monthly management accounts
· Supporting the Chief Executive in the production of an annual budget and periodic forecasting
· Liaison with external stakeholders including HMRC,  the Companies’ accountants/auditors and pension providers, the local council rates departments, etc 
This is not intended to be an exclusive list and other duties may be required consistent with the overall purpose of the role. Welcome reserves the right to amend the Job Description in line with the evolving needs of the service and service user needs.


Person Specification

Qualifications
· Preferably AAT Qualified (but will accept QBE)
· English and Maths (O level, GCSE above grade C) 

Skills and Experience
· Minimum 5 years’ proven work experience as an Accounts Administrator/Senior Accounts Clerk
· Good knowledge of bookkeeping procedures and debt collection regulations
· Hands-on experience with Sage Accounts 50 Professional
· Proficient in Excel
· Solid data entry skills with an ability to identify numerical errors
· Attention to detail
· Good organisational and time-management abilities

Other
1. Postholder must live within a reasonable and accessible distance to the service.
2. Postholder must conform to standards of dress, which reflects a professional service.
3. Willingness to travel and work flexibly to meet the needs of the service.  Full driving license and own vehicle is essential.
4. High level of organisational and planning skills, with the ability to effectively prioritise, plan and manage own workload.
5. Ability to work on own initiative but also contribute as part of a team.




Terms and Conditions
The post is part-time. Welcome charity and its subsidiary social enterprise, Welcome Change operate across a number of sites in Chelmsley Wood, Lea Village, Tile Cross, Shard End and Glebe Farm therefore there will be a need to travel between sites and work from a variety of locations.  A current driving licence and use of own car is therefore essential. 
An optional pension scheme is available upon completion of 6 months in post.
All staff are employed on an initial probationary period of 6 months.  During this period, notice of termination by either party will be one week.
An enhanced DBS check will be required for this post.

Within the confines of legislation and as a condition of being able to commence employment with Welcome, the successful candidate will be required to provide documentation to prove that they are able to work in the UK.  Such documentation will include one or more of the following, as appropriate – NI number, birth certificate or British passport, certificate of registration or naturalisation as a British citizen or passport/documentation evidencing citizenship of a European Union country.


Notes
1. Applicants should complete the application form and accompanying sheet in black ink or typescript and return it to: Welcome, Middlewood House, 15 Larch Croft, Chelmsley Wood, Solihull, B37 7UR or email mlealan@welcome-charity.org.uk

2. Applicants should offer two referees, one of whom must be concerned with your current or most recent employment.
Welcome, Middlewood House, 15 Larch Croft, Chelmsley Wood, Solihull B37 7UR
www.welcome-solihull.co.uk
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