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Job Description/Person Specification

	Job Title:

	Finance Officer – Full Time 

	Gross Annual Salary: 

	£25,000 


	Location:
	Al-Manaar Centre
244 Acklam Road, London W10 5YG 

	Responsible to:

	Centre Manager 

	Responsible for:

	Admin/Reception Officer




	Main Purpose of the Job

	
The Finance Officer will manage the funding and finance of the MCHC Trust including but not limited to: 
-	monitoring and supporting funding applications and reporting procedures
-	processing invoices and expenses claims, and keep accurate financial records
-	providing the organisation with regular management accounts and preparing updated financial and budgetary information
-          administering the payroll system 



Main Duties and Responsibilities

1. Prepare draft annual budgets for the management of the organisation with the Centre Manager and CEO, to be completed two full months before the end of each financial year.

2. Prepare draft budgets for fundraising.

3. Maintain proper books of account and undertake bank reconciliation on a monthly basis.

4. Ensure that the bookkeeping system and audited accounts comply with the requirements of the Charities Act and any additional practices requested by the Board of Trustees or the Centre Manager or the CEO.

5. Check, balance and sign the petty cash book on a monthly basis. Report any discrepancies to the Centre Manager.

6. Review the cash flow on a monthly/quarterly basis, schedule payments and arrange for the transfer of funds between accounts as appropriate. 

7. Arrange for the payment of bills on a monthly basis. 

8. Check that appropriate rises are paid to staff on scale posts including inflationary increases, incremental increases approved by the Board of Trustees and changes to London weighting.

9. Maintain a payroll system in line with Inland Revenue and National Insurance regulations including issuing payslips and preparation of annual returns within the statutory time limits.

10. Undertake an analysis of unit costs as required.

11. For each major grant and/or cost centre compare on a monthly basis the budgeted income and expenditure with actual income and expenditure.

12. Produce and present a quarterly comparison of expenditure and income against the budget for the Board of Trustees, together with a balance sheet, all within one month of each quarter's end.

13. Liaise with the Treasurer as and when required.

14. Prepare documents and schedules for the independent examiner or auditor and liaise with them. 

15. Ensure that adequate insurance cover is taken out for the organisation or make written recommendations to the Centre Manager.

16. Ensure that all tax and national insurance due are paid to the Inland Revenue. This includes an assessment of tax liabilities on volunteer expenses and other payments to individuals.

17. Check at least annually that reserves are invested in a risk free and Sharia-Compliant account.

18. Ensure that the organisation’s Financial Controls are observed. Review the financial procedures and controls of the organisation annually and report in writing to the Centre Manager.

19. Review the organisation's reserves policy annually and make recommendations to the Centre Manager. This should include an assessment of the redundancy cost that would be incurred if the organisation were to close and an assessment of other contractual liabilities such as property leases and equipment lease purchase agreements.

20. Maintain a fixed asset register.

21. To undertake any other agreed tasks, as and when required.

GENERAL:

22. To observe and comply with the organization’s good practice guidelines, systems and requirements as set out in the Centre Employee’s Handbook.

23. To adhere to the Trust’s Equal Opportunity, and, Health and Safety policies.







Person Specification

E = ESSENTIAL		D = DESIRABLE

	QUALIFICATIONS
	ESSENTIAL
	DESIRABLE
	IDENTIFIED BY

	Recognized qualification in Finance

	E
	
	Application
Interview




	EXPERIENCE
	ESSENTIAL
	DESIRABLE
	IDENTIFIED BY

	Service Development & Delivery
	
	
	

	Experience as Finance Officer

	E
	
	Application
Interview

	Experience of working in busy and challenging environment.
	E
	
	Application
Interview

	Experience of working within multi-cultural communities.
	E
	
	Application
Interview

	Knowledge and experience of Islamic sensitivity and awareness of issues affecting Muslim communities

	E
	
	Application
Interview




	SKILLS & ABILITIES
	ESSENTIAL
	DESIRABLE
	IDENTIFIED BY

	Motivated self-starter, able to produce results that are successful in the long term.

	E
	
	Application
Interview

	Ability to manage multiple tasks and conflicting priorities in a constructive manner. 

	E
	
	Application
Interview

	Good oral and written communication skills.

	E
	
	Application
Interview

	Able to work in a team setting and motivate and build effective teams.

	E
	
	Application
Interview

	Networking and liaising skills.

	E
	
	Application
Interview

	Fluency and competency in English.

	E
	
	Application
Interview

	Fluency and competency in other  community languages
	
	D
	

	Computer skills: Ability to use a variety of financial software packages, spreadsheet and word-processing 
	E

	
	Application
Interview
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The Muslim Cultural Heritage Centre - London
Email: Info@mche.org.uk Tel.: +44 (0) 208 9641496




