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	Job Title:
	Finance Coordinator - Temporary to Permanent


	Hours:
	21 hours a week, with the potential to increase

	Salary:
	£17.30ph 
(£18,891 per annum based on 21 hours per week)

	Contract:
	Temporary, with the intention of becoming permanent, subject to satisfactory performance and organisational requirements

	Responsible to:
	Director of People & Organisational Resource

	Base:
	Harrow Lodge House, Hornchurch



About Mind in Havering, Barking & Dagenham
Mind in Havering, Barking & Dagenham (MindHBD) is a local, registered charity affiliated with national Mind. We support people experiencing mental health difficulties across Havering, Barking & Dagenham, helping people towards recovery, greater independence and a better quality of life.

Job Purpose
To provide an effective, accurate and reliable finance function that supports the day-to-day operation of MindHBD and meets the requirements of our funders, auditors, trustees and other stakeholders.

The Finance Coordinator will be responsible for the day-to-day administration and coordination of the organisation's financial processes, ensuring financial information is accurate, up to date and appropriately recorded.

The role will contribute to the preparation of management information, budgets, forecasts and financial reports, while supporting managers and Directors to understand their financial position and identify potential risks at an early stage.

The postholder will also support audit and compliance requirements and contribute to the ongoing improvement of financial systems, processes and controls.

Key Responsibilities

Financial administration and accounting
· Maintain accurate and up-to-date accounting records and financial information.
· Process and maintain accounting entries in line with organisational procedures and financial controls.
· Manage accounts payable and accounts receivable processes, including processing invoices and monitoring outstanding amounts.
· Review and process staff expenses and other reimbursement claims in accordance with organisational policies.
· Maintain accurate records of invoices, payments, liabilities and other financial transactions.
· Monitor organisational liabilities, including insurance premiums and other recurring commitments.
· Investigate and resolve financial discrepancies, escalating issues where appropriate.
· Ensure financial records are maintained in a clear and auditable format.
· Use Sage and other relevant finance systems accurately and effectively.

Management accounts, budgets and reporting
· Support the preparation of monthly and quarterly financial reports and management accounts.
· Produce monthly budget versus actual reports within agreed timescales, identifying and highlighting significant variances, risks and trends.
· Prepare project budget reports for Service Managers and Directors.
· Work with budget holders to clarify financial information and understand the reasons for significant variances.
· Proactively identify and escalate potential overspends, underspends, funding pressures and other financial risks.
· Assist with the preparation and monitoring of organisational and project budgets.
· Support the preparation of financial projections, cash flow information and multi-year forecasts.
· Provide accurate and timely financial information to support management decision-making.

Payroll and staff-related finance
· Support the payroll process, ensuring relevant financial and payroll information is accurate, complete and submitted within agreed timescales.
· Check payroll-related information carefully and raise any discrepancies or queries promptly.
· Process staff expenses and reimbursements in accordance with organisational procedures.
· Handle sensitive employee and financial information with a high level of confidentiality and discretion.

Audit, compliance and financial controls
· Assist with the preparation of accurate financial information and clear, auditable working papers for external audit and other assurance requirements.
· Support compliance with relevant accounting requirements, Charity SORP and organisational financial procedures.
· Work with external auditors by providing requested information and supporting documentation within agreed timescales.
· Support the implementation and monitoring of recommendations arising from audit and financial reviews.
· Maintain appropriate financial records and evidence to support audit readiness throughout the year.
· Follow organisational financial controls and identify opportunities to strengthen processes where appropriate.

Systems and continuous improvement
· Identify opportunities to improve the quality, efficiency and effectiveness of financial processes and reporting.
· Support the development and improvement of finance systems, procedures, controls and reporting.
· Ensure financial information is checked for accuracy and completeness before submission or circulation.
· Take ownership of finance administration processes, monitoring outstanding actions, following up queries and ensuring deadlines are met.
· Proactively seek clarification where financial information, requests or instructions are unclear.
· Maintain accurate and organised financial records to support effective reporting and audit requirements.

Confidentiality and Professional Standards
· Exercise sound judgement, professionalism and discretion when handling sensitive financial, organisational and employee information.
· Maintain appropriate professional boundaries and ensure confidential information is only shared with authorised individuals on a need-to-know basis.
· Work in accordance with MindHBD policies, procedures, financial controls and values.
· Maintain high standards of accuracy, integrity and attention to detail in all areas of financial work.

Person Specification

Essential
· Proven experience in a finance, accounts or bookkeeping role, ideally within a charity or not-for-profit organisation.
· AAT Level 3 qualification or equivalent relevant accounting knowledge and experience. Evidence of qualifications, including relevant certificates, will be required for the successful candidate as part of the pre-employment checks.
· Good working knowledge of bookkeeping and financial accounting processes.
· Practical experience of accounts payable and receivable.
· Experience of reconciliations, financial reporting and investigating discrepancies.
· Experience of monitoring income and expenditure and supporting budget monitoring, variance reporting and financial planning.
· Experience of preparing or supporting financial forecasts and projections.
· Experience using accounting software, ideally Sage.
· Good working knowledge of Microsoft Excel, including the ability to use formulas and manipulate financial data.
· Strong attention to detail and a high level of accuracy.
· Good organisational and time-management skills, with the ability to manage competing priorities and meet deadlines.
· A proactive and accountable approach, with the ability to work independently and the confidence to identify and raise concerns where financial processes, procedures or controls are not being followed or where potential risks have been identified.
· Ability to seek advice or clarification appropriately and escalate financial issues when necessary.
· Ability to handle confidential financial, employee and organisational information with discretion at all times.
· Clear written and verbal communication skills.

Desirable
· AAT Level 4 qualification or currently working towards Level 4.
· Experience working within a charity or other not-for-profit organisation.
· Knowledge of Charity SORP and charity accounting requirements.
· Experience preparing management accounts and financial forecasts.
· Experience supporting external audits.
· Experience of payroll processes.
· Experience using Sage or similar accounting systems.


Flexibility and Cross-Organisational Working
As a local mental health charity, our services and funding requirements can change in response to the needs of the communities we support. All staff are expected to demonstrate a flexible and collaborative approach and to contribute to the wider work of the organisation where appropriate.

The postholder may be required to undertake other reasonable duties consistent with the responsibilities, level and capabilities of the role.

General
This job description is intended to provide an overview of the role and is not an exhaustive list of duties. The postholder may be required to undertake other reasonable duties as necessary to meet the changing needs and objectives of the organisation.

The postholder is expected to work in accordance with MindHBD's policies, procedures, values and professional standards at all times.

Equal Opportunities
Mind in Havering, Barking & Dagenham is an equal opportunities employer and values diversity and inclusion. We welcome applications from all suitably qualified candidates, regardless of background.
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