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			Job Desciption Finance Administrator

	POST TITLE:
	Finance Administrator

	
	

	GRADE:
	Scale Point 6
15 hours per week
 Actual salary £10,884
(Full time equivalent £26,847

	
	

	RESPONSIBLE TO:
	Parish Clerk and Facilities Manager 

	MAIN PURPOSE OF JOB:
	To manage and support all financial administration relating to the council’s services and activities, ensuring that all legal requirements are complied with. 

To provide a comprehensive day to day support on all financial accounting practices in conjunction with the Responsible Financial Officer and Parish Clerk.

To adhere to the council's financial policies and procedures and all other regulations and policies.
To provide an efficient, responsive, and high-quality administrative service to the Parish Council.

Attendance at occasional evening meetings and events may be required. (additional salary paid/time off in lieu). Be prepared to offer flexibility in hours


	STANDARD HOURS: 
	15 hours per week 

Monday to Thursday 1- 4pm 
Friday 12noon - 3pm

(some flexibility may be considered).


	PLACE OF WORK:
	Civic Hall, Uppermill.








KEY RESPONSIBILITIES
Financial Administration
1. To process purchase invoices for payment to suppliers, preparing bank payments or cheques for approval. 
2. To ensure that all invoices for Council services, lettings and other matters are accurately and promptly issued. 
3. To record all payments made to the Council, issue any necessary receipts, receive and bank all income received and investigate and deal with any queries. 
4. 	Maintain internal controls and procedures to ensure accuracy and completeness of accounting records and systems.
5. 	Responsible for the receipt, safekeeping and banking of all monies received by the council. 
6. Monitor use of the bank card and prepare monthly statement reconciliations.
7. Respond to financial queries, identifying and correcting financial discrepancies and resolve financial disputes in a timely manner.
8. To be responsible for Rochdale United Charities payments processing, and cash book maintenance. 
9. Liaison with the Council's external payroll provider, ensuring correct information is provided in a timely manner.
10. Calculate any overtime and agreed pay awards and communicate these to the external payroll provider.
11. Ensure all salaries are paid by the 15th of the month.
12. Pay HMRC & GMPF contributions monthly.
13. Comply with the Council's financial regulations.
14. Assist the RFO with year-end and annual audit processes, internal and external.

Administrative Duties
1. Provide cover for other administrative colleagues when required.
2. Provide support to the RFO as required.
3. Provide administrative support to the Parish Clerk as required
4. Reorder office stationery as required.
5. Assist with reception duties and welcoming visitors to the Civic Hall, ensuring signing in procedures are followed, receiving and prioritising incoming telephone calls, dealing with them appropriately including accurately recording messages as required.	
6. Liaise with staff, councillors, and members of the public and outside agencies as and when required.
7. To undertake such other duties commensurate with the level of the post and job purpose as required by the Clerk from time to time.
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