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Dhek Bhal

Job Description

Job Title:

Finance Accounting Officer

Responsible to:
Finance Manager
Salary scale :
Point 22 – 26 
Hours:

30 hours per week (37 hours full-time)



(over 4 days per week or flexible)
Holiday:

28 days per annum plus statutory and Bank Holidays (pro rata)
Description of Post

The Finance Accounting Officer will work under the direction of the Finance Manager and carry out work relating to the finances of the organisation.

Main duties and Responsibilities

1. To maintain and control good book-keeping records and ensure that they are kept up to date.

2. To assist in preparation of Annual budgets and quarterly financial projection reports for management.

3. To be responsible for the administration and the reconciliation of the petty cash system and keeping details of income and expenditures.

4. Preparation and payment of suppliers invoices after they are checked and properly authorised.

5. Preparation of Dhek Bhal’s invoices for payment and ensuring money is received.

6. To check cash/cheques received and entered into the payment book and deposited in the bank.

7. To be responsible for timely bank reconciliation.

8. Arranging for cheques to be signed.

9. Assisting the Finance Manager with the finalisation of the Year End Accounts for the Auditors and ensure that all the documents relating to the period are well kept.
10. To assist in the preparation of financial information for presenting funding applications in the required forms.

11. To prepare the finances of the monitoring returns in the forms required by its funders.

12. To assist in the development and review of accounting systems and procedures for all aspects of Dhek Bhal’s work in accordance with statutory requirements and professional accounting standards.

13. To carry out those duties with due regard to the Group’s Equal Opportunities Policy and such other policies that may be established or introduced.
General Duties and Responsibilities

1. Policies
The Finance Accounting Officer will abide by appropriate Dhek Bhal policies and practices as they may be reviewed from time to time.
2. Confidentiality
The Finance Accounting Officer must have an absolute commitment to confidentiality regarding information that is available to Dhek Bhal, in relation to the particular sensitivities inherent in the duties and responsibilities of this post.

3. Training, Development and Supervision
a. The Finance Accounting Officer will attend a regular supervision session with the Finance Manager monthly and meet with the Chief Executive whenever requested for supervision purposes.

b. The Finance Accounting Officer will undertake and agree programme of training and development as required and as necessary.

c. The Finance Accounting Officer will attend staff, management committee and external meetings as requested by the Finance Manager.
Other Duties 

The postholder will carry out any other tasks commensurate with the responsibilities of this post as requested.
Dhek Bhal
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Person Specification

Job Title: Finance Accounting Officer 
Experience / Knowledge :






E = Essential 












D = Desirable

1. Relevant qualification (minimum AAT) with 3 years experience


E
2. Using a range of computerised accounting software packages 


E
(Quickbooks is the system we currently use).
3. Experience of preparing budgets and financial accounts 



E
4. Experience in the finalisation of Year End account 




E
5. Experience of voluntary sector finance





D
6. Excellent organisational and communication skills




E
7. Proven track record in management accounts 




E
8. Maintain records of donations and other income received



E

9. 2 years generalist experience







E
10. Understanding of diverse needs and backgrounds of Asian people

D
11. Able to manage a diverse workload






E
12. Demonstrate analytical skills







E
13. Can demonstrate initiative and problem-solving skills



E
14. Commitment to, and understanding of equality of opportunity 


E
15. Ability to work on own initiative 






E
16. Ability to work within and promote good teamwork




E
17. Ability to speak fluently on Asian language, Hindi, Punjabi or Urdu
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