Role Profile
	Job Title: 
	Finance Officer

	Reports To: 
	Governance Manager / CEO
	Jobs Reporting into the Job Holder:
	0

	1. Job Purpose

	· To manage and support all aspects of the financial operations of the business including maintaining an efficient and effective Management and Financial Accounting processes as well as assist in Payroll processes. 


	2. Principal Accountabilities/Responsibilities

	· To manage and support all aspects of the financial operations of the business 
Daily Tasks
· Purchase Ledger Duties – Processing invoices and payment runs

· Raise Sales Invoices when requested

· Post income from external systems (WGS/CAS/LMS/Participant)

· Post daily banking for multiple bank accounts

· Staff/Council & Board Expenses and Payroll (Admin)

· Maintain Petty Cash
Monthly Tasks 
· Prepayments

· Accruals

· Fixed Assets

· Prepare and Post required Journals

· Reconciling Bank accounts

· Reconcile Balance sheet items

· Overhead reports (Budgets)

· TB

· P&L - & report to CEO
· Complete and Support Ad Hoc Duties

· Maintain Companies house information and Charity Information 
· Ensure compliance with external regulatory agencies such as, HMRC, Accountants and Auditors, Bank Mandate arrangements.


	3. Knowledge/Experience/Technical Skills/Behaviours

	Essential:-

· Qualified AAT

· Good Organisational Skills

· Sage 50

· Able to meet Deadlines

· Experience at report writing and excellent  IT skills
· Attention to Detail

· Ability to ensure all control accounts are reconciled. 

· Ability to self-review all data and reports to ensure any miss-postings are identified and rectified

· Ability to communicate the interpretation and analysis data.
· Able to work on own initiative 
· Demonstrates a working understanding of inclusion, equality and anti-discrimination, safeguarding and best practice

· Driving licence (CFA to decide if appropriate for role)

	Desirable
· Knowledge of League and Club Structures

· Knowledge of County FA and Grassroots Football.

· Knowledge of The FA National Game Strategy

	Essex County FA Behaviours                                                                                                                        
	Essex County FA Values

	· Problem Solving

· Communicating

· Delivery

· Customer Excellence

· Developing Self and Others
· Leadership                             
             
	
	· Understanding

· New Innovations

· Integrity

· Teamwork
· Excellence

	Further Information

a) Will the job-holder have direct access to young persons under the age of 18, within the context of the job or any subsequent related activities or responsibilities?                                                  NO 


	Completed by Name/Role
	Brendan Walshe / Chief Executive 

	Signature
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	Date
	10.04.18


This job description is only a summary of the role as it currently exists and is not meant to be exhaustive.  The responsibilities/accountabilities and skills/knowledge/experience/behaviours might differ from those outlined and other duties, as assigned, might be part of the job.
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