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				Job Description

	Job Title
	Finance Administrator

	
Job Purpose
	
To work as part of a team in delivering the charitable objectives of Age UK South Lakeland.  To provide financial administration support to the Finance Manager, to include elements of Sales & Purchase ledgers. Bank, cash & credit card entries & reconciliations.  Other regular bookkeeping tasks.


	
Line Manager
	
 Finance Manager


	
Working with
	
Age UK South Lakeland staff and volunteers, other third sector statutory organisations and the older people of South Cumbria.


	
Responsible for
	
The delivery of financial administrative support.


	
Hours

	
Part time, up to 28 hours per week (days TBC)


	
Location

	
Finkle Street office, Kendal





The post holder’s main duties will include:

· Working closely with the Finance Manager to ensure purchase invoice records are kept up to date and accurate for reporting deadlines.
· Liaising with suppliers where required, resolving discrepancies, and processing remittances.
· Working with all departments to ensure all expenditure is authorised in accordance with procedure.
· Set up payments and download financial information for reconciliations.
· Keeping customer and supplier information up to date in Sage.
· Process staff and volunteer expenses.
· Process and reconcile the company credit card.
· Banking cash and cheque payments received into the bank and enter onto Sage.
· Operating and reconciling the Petty Cash system.
· Assist with bank reconciliations.
· Submitting meter readings for accurate energy invoices.

This job description is not exhaustive, and the post will include other bookkeeping duties.

Pay Scale:  £22,604 to £24,078 per annum pro rata.

Hours of work:  Part time, days to be agreed with successful applicant.

Annual Leave:  25 days p.a. plus Public Holidays, (pro rata).

Simply Health:  A Health benefit scheme is available upon completing the probationary period.

Workplace Pension: Auto-enrolment to the Charity’s Pension scheme.

Location: Based in Finkle Street, Kendal.
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