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       Manuel Bravo Project

                        legal assistance for people seeking asylum

 
Job Description

Job Title: Finance Officer

Responsible to: Project Manager

Salary: NCJ Salary Scale 5 Point 25 (£22434, £7251 actual)

Hours: 12 hours per week 

Location: Unity Business Centre, 26 Roundhay Road, Leeds, LS7 1AB

Context and Purpose of the Role

Manuel Bravo Project (MB) is a small Leeds-based charity that provides legal representation and assistance to asylum seekers who have been refused Legal Aid. Our work is carried out by our in-house Casework team and a large body of legal (including solicitors, barristers and law students) and non-legal volunteers who give their time to assist people who are unable to find adequate legal support elsewhere. 

We seek to complement legal advice by referral to, and working with, other organisations assisting asylum seekers, refugees and migrants. 

The post holder will work closely with the Project Manager, Treasurer and Board of Trustees to:

· Oversee the smooth running of Manuel Bravo Project finance functions.

· Provide sound financial information and advice to Board of Trustees and Project Manager.
· Prepare and produce monthly management and annual statutory accounts ensuring compliance with all relevant legal/accounting standards.

· Work with the Project Manager to review, develop and implement financial structures that facilitate the effective delivery of Manuel Bravo Project operational activity.

· Ensure records are maintained in accordance with the requirements of the Companies and Charities Acts and oversee quality and accuracy of all of data across the team.
This will be achieved through a variety of methods as outlined below.
	Main Duties and Responsibilities

· Overseeing purchase ordering and processing purchase invoices for payment by ensuring all invoices are matched up with delivery notes when relevant, invoices to be correctly authorised and recorded.

· Ensuring the authorisation of expenditure and signing of cheques is carried out in accordance with the bank mandate and internal control systems.

· The financial administration of all payments, in accordance with statutory requirements and ensuring the timely receipt of these to the relevant beneficiaries. Inputting of all entries into QuickBooks and the subsequent filing of all payment documentation.

· The prompt banking of income. Reconciliations of all bank accounts to be prepared on a monthly basis. Dealing with the transfer of monies between accounts, and negotiation of appropriate and necessary banking facilities, as approved by the Trustees.

· Maintaining the petty cash system, inputting this information into QuickBooks and carrying out monthly reconciliations. 
· Processing and recording of donations.
· Regularly backing up QuickBooks to an external storage device.

· Maintaining confidential sick pay records and producing regular reports for the Trustees.

· Compliance with work-place pensions legislation, ensuring procedures for automatic enrolment of all relevant staff are in place, with systems ready and on-going requirements met.

· To prepare monthly management accounts, annual budgets and half yearly forecasts alongside the Project Manager including analysis of variance

· Preparation of year-end accounting records in compliance with statutory requirements for passing to, and liaison with, Manuel Bravo Project’s independent auditors.

· Reporting regularly to the Project Manager, Treasurer and, when appropriate, the wider Board of Trustees about finances.

· Maintenance of property, office and public / employee liability insurance arrangements, ensuring cover for business continuity and disaster emergency.

· Liaison with funders and other bodies, including HMRC, to ensure compliance with financial reporting requirements.

· Working closely with the Project Manager in the preparation of bids to funders and costings thereof.

· Reviewing and developing finance policies and procedures appropriate for Manuel Bravo Project.

· Contributing to, and where necessary improving, the maintenance of a safe and healthy working environment and general office procedures.

· Ensuring efficient operation of the computerised accounting system (QuickBooks) and, if appropriate, carrying out updates as required.

· To support and update the Project Manager on relevant progress and be prepared to cover any tasks in her absence reasonably suited to the role.


Other Requirements

· To promote and comply with Manuel Bravo Project’s policies on diversity and to ensure confidentiality of all information both in the delivery of services and in the treatment of others.

· To attend supervision sessions, team meetings and appraisal meetings as appropriate.

· To work in accordance with the organisation’s Health and Safety Policy and associated procedures

· To undertake any other duties appropriate to the grade and purpose of the job which may be determined by an agreement with the post holder and management.
Personal Development
With the support of the Project Manager, the post holder will need to effectively manage their own workload, assessing their priorities in terms of the balance between the reactive workload and medium and long term plans and projects.
Flexibility 

The Project is a relatively small organisation. All staff are expected, where necessary, to support and assist their colleagues in the carrying out of their duties and to contribute to the general administration of the office. In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties, however, will fall within the scope of the job, at the appropriate grade. This job specification will therefore be subject to periodic review with the post holder to ensure it accurately reflects the duties of the job. 
Equality and Diversity Statement

Manuel Bravo Project aims to promote equality and diversity as an employer and seeks to ensure that equality and diversity principles underpin all areas of the organisation’s work and service provision.

Manuel Bravo Project recognises that many people and groups suffer discrimination and face serious barriers when trying to fulfil their true potential. It also recognises that not all forms of unreasonable and unfair discrimination are the subject of legislation. It is the aim of this organisation to take positive steps to redress discrimination, to improve equality of opportunity and to combat any unreasonable or unfair treatment which places people at a disadvantage for any reasons not directly related to their ability to do a job for this organisation or to their eligibility to receive services from us.

In most cases it is unlawful to discriminate against people because of their gender or gender assignment, pregnancy and maternity, race, colour, nationality, ethnic and national origin, sexuality/sexual orientation, religion or belief, age, or because they are disabled, married or in a civil partnership, a member of a trade union, work part time or on a fixed-term contract. It is also unlawful to discriminate against people either because they are perceived to have a certain characteristic or because they associate with someone who has a certain characteristic. 
Manuel Bravo Project will not tolerate discrimination, harassment, bullying, victimisation or abuse of people who are members of staff or of people connected with the services provided by Manuel Bravo Project.

Personal Specification
	FACTOR
	                     ESSENTIAL
	
	DESIRABLE

	EDUCATION 

&  

QUALIFICATONS


	Qualified (ACA/FCA, ACCA/FCCA, CIMA OR CIPFA), working towards or have equivalent experience.


	
	Relevant IT / Administration based qualifications

	KNOWLEDGE
	Knowledge of database management and office systems

	
	A working knowledge of social media functions in business

	EXPERIENCE


	Experience of working in an administrative and financial role

Experience of production of management and statutory accounts

Previous involvement in establishing and improving computerised accounting and financial management systems

Involved in the development and management of budget and forecasts

Experience of evaluating and implementing office systems and processes
	
	Experience of Managing charity/social

enterprise/third sector

finances

2 years accounting experience 
Large and small grant monitoring and reporting 



	SKILLS / ABILITIES

	Strong IT, administrative and organisational skills 

High level ability using Microsoft Office programmes including Word, Excel, Access and PowerPoint.

Ability and experience in using QuickBooks or other similar accounting software. 

Ability to organise logistics for setting up meetings and workshops 

Excellent written and verbal communication and interpersonal skills

Ability to communicate effectively and present sometimes complex information in an accessible way to high standards.

The ability to work as part of a team and provide efficient and professional administrative support to other office members.

The ability to prioritise own workloads and effectively manage a number of tasks at any given time.

The personality and temperament to deliver in a high pressured environment.

The ability to work with initiative and with limited supervision.

Prepared to undertake continued professional development.


	
	Presentation skills and the ability to tailor information to the audience.
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