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Job title 

 

Finance Administrator 

Department/Section  

 

Head Office - Finance 

Location Head Office, 36 Montefiore Road, Hove, BN3 6EP 

 
 

Reporting to 

(title of line manager) 

Finance Manager  

No of staff responsible for 0 

Salary/Working time £19,500 per annum FTE  

Part-Time, 30 hours per week Monday-Friday 

 

Any specific working 

conditions (lone working, 

unsocial hours, shifts/ 

working patterns) 

Hybrid working – Suggested 2 days in office and 2 days at home 

Summary of the role 

- General nature, main 

Purpose and Objectives 

To participate in a range of finance tasks to include purchase ledger 

activities and duties relating to the banking functions  

Key tasks & responsibilities / objectives & results 

 

1. To participate in routine purchase ledger processing, ensuring that data is input in an 
accurate and timely manner. Creation of payments for management review and maintenance 
of evidences and remittances. 

 

2. To ensure that supplier accounts are regularly monitored and to liaise with suppliers on all 
purchase ledger queries 

 

3. To undertake daily Bank reconciliations and allocate transactions to designated Xero cost 
centres. 

 

4. To ensure that purchase ledger payments are made in accordance with Standing Orders and 
the other policies and procedures of Grace Eyre. 

 

5. To take the lead in maintaining the checks and administration of petty cash, including 
checking and reconciliation of different service petty cash systems.  

 

6. To undertake the banking of cash and cheques on a regular basis  
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7. To ensure all data is kept in accordance with data protections guidelines and other Grace 
Eyre guidelines including inputting and security. 

 

8. To carry out expenses checking activities, maintaining supporting documentation and creation 
of monthly upload payment file  

 

9. To undertake Barclaycard processing with reconciliation of monthly statement  
 

10. Routine spreadsheet work supporting the management accounting process such as 
converting Xero reports into accessible Excel reports for non-Finance users 

 

11. To assist in the monitoring and reporting of different service expenditures  
 

12. To carry out less complex billing and credit control activities  
 

13. To report any instances that could be construed as abusive or poor practice. 
 

14. To maintain confidentiality at all times in line with GE policies and procedures. 
 

15. To ensure that Grace Eyre’s Equal Opportunity Policies and Procedures are implemented 
and to challenge prejudice, discrimination, and oppression. 

 

16. To receive regular formal supervision and undertake training as required. 
 

17. To work to health and safety standards and laws as directed to ensure a clean and safe 
environment for all staff, service users and visitors 
 

This job description outlines the main duties and responsibilities of the post holder.  The post will 

include other duties and responsibilities not specified here.  It is also likely that changes will be 

required from time to time. 

Person Specification 

Qualifications/Education required for the role  
 
Educated to GCSE level in Maths & English, grade C or above. 

Undertaking accountancy qualification such as AAT 

 

 

Essential  

Desirable 

Skills/competencies/abilities - technical, organisational, communicative 

and creative skills expected from an ideal candidate 

Ability to communicate information clearly and precisely 

Excellent organisational, administrative skills and time management 

Good interpersonal skills 

 

 

 

Essential  

Essential 
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Where duties and responsibilities change, the job description will be reviewed and amended 
in consultation with the employee 

The role holder will be expected to carry out any other duties as are within the scope, spirit 
and purpose of the job as requested by the line manager or Head of Department/Division 

The role holder should actively follow business procedures and policies including Equality, 
Diversity & Inclusion Policy 

The role holder will maintain an awareness and observation of Fire and Health & Safety 
Regulations  

The role holder will uphold the 7 principles of the Social Care commitment: 
1. I will always take responsibility for the things I do or don't do  
2. I will always promote and uphold the privacy, dignity, rights, health and wellbeing of 

people who need care and support. 
3. I will work co-operatively with others to ensure the delivery of safe, high-quality care 

and support. 

Ability to work within a team and support team members 

Ability to communicate with and treat all people with respect 

Ability to solve problems creatively 

Good IT skills 

Ability to manage workload as set and deliver work with minimal support once 

trained 

 

Essential 

Essential 

Essential 

Essential 

Essential 

IT skills required / software packages and level of skill required 
 
Excel – Beginners 

Excel – Intermediate 

Xero 

Sage 

 

 

Essential  

Desirable 

Desirable 

Desirable 

Knowledge & Experience  
 
Experience of effectively using Microsoft Office software particularly Excel  
Experience of using an accounting system 
Experience of working as part of a structured finance team 
Knowledge of financial processes and systems 
Understanding and commitment to diversity and equality, especially in 
relation to people with learning disabilities, and the staff who support them 
 

 

 

Essential  

Essential 

Essential 

Essential 

Essential 

 

We understand that some candidates will not fulfil some of the criteria above and are willing to be 

flexible about some aspects, particularly the desirable criteria. Training and support will be given in 

any specific technical areas of the work that are deemed necessary for the successful candidate to 

perform well in the position. 
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4. I will communicate in an effective way to promote the wellbeing of people who need 
care and support. 

5. I will respect people’s right to confidentiality, protecting and upholding their privacy 
and dignity. 

6. I will improve the quality of the care and support I provide by constantly reflecting on 
and updating my own knowledge, skills and experience. 

7. I will promote equality, diversity and inclusion by treating all people fairly and without 
bias. 

 


