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FINANCE OFFICER
Role Profile and Person Specification

Introduction

Established in 1952, HorseWorld Trust is a registered charity based in Whitchurch, near Bristol, committed to rescuing, rehabilitating and re-homing horses, ponies and donkeys in need. Our Welfare department provides a home to all our new arrivals, including sick, neglected and traumatised horses and ponies. We have a team of trained staff committed to their care and rehabilitation and eventual re-homing. HorseWorld also runs a ground-breaking educational programme called Discovery which supports emotional growth and learning in young people through hands-on experience with our rescued horses, ponies and donkeys. 

Discovery is a registered part-time alternative learning provision, which supports children and young people who are at risk of exclusion or who are experiencing life challenges due to social, emotional, mental health (SEMH) or additional learning needs (SEND). 

Discovery’s Equine Assisted Learning courses unite gentle rescued horses with young people who are typically outside of mainstream education or those who face adversity in a formal school setting.  Through partnering with our horses to undertake carefully designed activities, at their own pace, in a calm, welcoming environment, Discovery learners (typically aged 6 – 19 years) are supported to develop skills that are transferrable to many areas of their lives such as those of collaboration, reflection, empathy and leadership. Discovery courses build learners’ confidence through discovering what they can achieve and encourage their aspirations to lead meaningful and purposeful lives.

Vision:	A world where horses and people help each other to live and work in harmony.

Mission:	To create a safe community where horses and people connect together and enjoy lifelong learning. 

Values:	Caring    Collaborative    Proactive    Adaptable    Inclusive


Role Profile

Job title:		Finance Officer

Job role:	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.

Hours:	21-28 hours per week from 9am to 4.30pm, with half an hour for lunch.  Occasional additional hours required on weekends to assist with events.  This role is office based; 


Salary:	TBC

Location:	HorseWorld Trust, Delmar Hall, Keynes Farm, Staunton Lane, Whitchurch, Bristol BS14 0QL

Responsible 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.

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
· Monthly processing of payroll including calculating adjustments and HMRC and pension submissions 
· 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

Ensuring the effective operation of HorseWorld
· Adhering to HorseWorld’s policies, procedures and performance expectations and upholding the ethos of HorseWorld in all functions of the post.
· Adhering to all statutory health and safety regulations, taking responsibility for health and safety on site for yourself and those around you; ensuring any hazards or problems are reported to your Line Manager; taking responsibility for any clothing, footwear and PPE issued to you
· Behaving in a polite and acceptable manner to all staff, clients and general public.
· Presenting HorseWorld in a way that is consistent with its work and philosophy.
· Attending and participating in meetings and completing training courses as required.
· Supporting with promotional activities and special events both on and off site e.g., Open Days
· Performing any other duties consistent with the role and/or as reasonably required by the role.

Person Specification

Essential Knowledge, Skills and Experience

· 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


Desirable Knowledge, Skills and Experience

· Xero Accounting software
· Analysing procedures and providing solutions to potential problems/difficulties
· Knowledge/experience of working to trial balance
· Knowledge of year end processes and working with external auditors

Special Conditions

· Commitment to the aims of the Charity
· Willingness to undergo additional training as identified by Line Manager
· Current UK driving licence 
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