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 Finance Officer 
Detailed Role Specification 
Role Profile 
Job Purpose: 
This role is an essential part of the operational support team, managing a robust environment of internal 
controls to support the deputy CEO in the overall leadership of the Charity’s finances. You will need to 
have demonstrable financial skills and experience, good communication skills and the ability to work 
unsupervised. We work with Xero Accounting Software. 
Reporting to: Deputy CEO 
Role Overview: 
Reporting Duties 
· Ensure full month end processes are completed to deadline including all journals and balance sheet reconciliations. Overseeing cash flow management and liaising with the Deputy CEO to ensure sufficient funds are available for month end payments (salaries and supplier). 
· Preparation and submission of quarterly VAT Returns, ensuring compliance with relevant requirements and deadlines. 
· Maintaining an accurate Fixed Asset Register, ensuring spend is matched to the capital budget, monitor for asset disposals, process any necessary adjustments and monthly calculations. 
· Oversee income and expenditure records for Grants and Trusts, ensuring spend down is in line with Grant Application, liaising with the Grant Fundraising Manager, the Head of Discovery and the Discovery Operations Co-ordinator to produce accurate and timely reports to ensure feedback to funder is provided. 
· Ensure monthly accounts are reviewed and accurate to allow Line Manager to report to CEO and Board of Trustees. 
· Provide Heads of Departments with monthly budget reports on a timely basis and ensure any questions are answered to the satisfaction of the Heads of Department. 
· Ensure year end processes are completed to trial balance in readiness for year-end financial accounting and in line with audit requirements. 
· Assisting the Deputy CEO with the annual audit, liaising with the auditors to ensure all queries are responded to in a timely manner. 
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Responsibility for all purchase and sales ledger 
· Inputting and reconciliation of purchase invoices and credit card receipts, matched to approved purchase orders in readiness for payment ensuring all invoices are coded correctly. 
· Assisting budget holders to ensure purchase orders are completed in accordance with procedures. 
· Raising sales ledger invoices for our Discovery Programme, liaising with Discovery Operations Co-ordinator and associated Debt management control. 
· Accurate recording of donation and other income from our CRM, liaising with Supporter Development Team. 

General finance duties 
· Reconciliation of bank payments and receipts to include monthly direct credits and PDQ transactions 
· Monthly reconciliation of the company credit and fuel cards 
· Monthly reconciliation and input of donations and online shop sales 
· Banking of cash and cheque receipts, in a timely manner 
· Assisting with day-to-day duties within Finance department 
· The above is not an exhaustive list for the job role 

Person Specification 
Essential 
At least 3 years demonstrable experience of working on own initiative and ability to make sound judgements and ask questions when required. 
· AAT Level 4 or equivalent 
· Numerate, logical, analytical and accurate with strong attention to detail 
· Significant experience of working within financial procedures/processes, and an understanding of internal financial controls, preferably within a charity setting 
· Experience with purchase and sales ledger, month end and year end processes to trial balance, bank and budgeting reconciliations, VAT returns 
· Organisational skills, problem-solving, multi-tasking and time management skills and a proven ability to delivery to agreed timescales/deadlines 
· IT skills, including MS Office, Excel and email 
· Strong interpersonal skills and a proven ability to build productive relationships with a wide range of people, both internally and externally 
· Working as part of a small team with a willingness to support and help in other areas 
· The ability to ensure confidential and sensitive information is handled with absolute integrity and in line with HorseWorld’s procedures and regulations 
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