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Dear Applicant,







  6th January 2021
Re: Finance Officer Position

Thank you for taking the time to consider the role of the Finance Officer Position at the Limehouse Project. 

The Limehouse Project (LHP) is one of Tower Hamlets leading community anchor organisations, providing a wide range of services to communities throughout east London. From legal advice on a range of social welfare issues to financial capability services, accredited learning programmes, and employment support services, we work both independently and in partnership with a wide range of other organisations and businesses to ensure every one of our client’s is given the timely aid and active support they need to deal with – and move on from – whatever issue they face. 

We are seeking an experienced Finance Officer who has knowledge and understanding of how charity finance works. You will have a genuine understanding of, and commitment to, the aims and values of the LHP and work effectively alongside the Director to implement the financial policies whilst working to support our dynamic teams. 

The Finance Officer will be responsible for preparing financial statements, monthly management accounts, maintaining cash controls, preparing the payroll, purchasing, maintaining accounts payable & receivables, budget preparation and managing office operations.
To input all financial data on QuickBooks Online software, ensuring that authorisation and documentation is received from the appropriate members of staff, and filed accessibly.
This is a unique opportunity for an experienced, committed individual to work alongside inspirational and passionate colleagues at a very exciting stage of development at the LHP. 

I have pleasure in enclosing the following:

1.
Job description & Person specification

2.
Application Form

3.
Guidance Notes on completing the Application Form

4.
Limehouse Project Recruitment Monitoring Form 

5.
Annual Report to give you some background information about Limehouse Project

If you would like an informal chat about the role before applying, please do give Farida a call on 07985446778
Thank you again for your interest in this role and we look forward to receiving your completed application.

Please send the completed application form along with a covering letter to Farida Yesmin, C.E.O, Limehouse Project at recruitment@limehouseproject.org.uk

Recruitment timetable:

Closing date for applications: 25th January 2021
Interviews: 28th January 2021
We look forward to receiving your completed application.  

Yours sincerely, 

Mrs. Farida Yesmin
C.E.O
 
	JOB DESCRIPTION
	


Job Title: 


Finance Officer 
Wage:



£28,672 per annum pro-rated to full time including London       
Weighting)
Hours:



17.5 hours per week

Responsible to:


C.E.O
Purpose:  The Finance Officer will be responsible for maintaining financial and accounting services in order to meet legislative requirements and support Limehouse Project operations. 

The Finance Officer is responsible for preparing financial statements, maintaining cash controls, preparing the payroll and personnel administration, purchasing, maintaining accounts payable & receivables and managing office operations. 
Responsibilities:  

1. Administer and monitor the financial systems:
Administer and monitor the financial systems: in order to ensure that the Limehouse Project’s finances are maintained in an accurate and timely manner.
· Assist with preparation of the budget. 

· Implement financial policies and procedures. 

· Establish and maintain cash controls. 

· Establish, maintain and reconcile the General Ledger. 

· Monitor cash reserves and investments. 

· Prepare and reconcile bank statements against the General Ledger. 

· Establish and maintain supplier accounts. 

· Process supplier invoices and issue payments for all accounts due. 

· Maintain the Purchase Order system. 

· Ensure security for all credit cards details and verify charges. 

· Ensure transactions are properly recorded and entered into our ‘QuickBooks’ accounting system. 

· Prepare income statements. 

· Prepare Profit & Loss and Balance Sheets. 

· Prepare monthly financial statements.   

· Prepare monthly management reports and report on variances. 

· Assist with the annual audit. 

· Maintain our ‘QuickBooks’ accounting system. 

2. Maintain financial files and records 

Maintain the accounts payable and accounts receivable systems in order to ensure complete and accurate records of all moneys.
· Ensure the safeguarding of all Limehouse Project funds. 

· Issue, code and authorise purchase orders. 

· Reconcile accounts payable. 

· Prepare journal summaries. 

· Reconcile accounts receivable. 

· Compile source documents, invoices, purchase orders and delivery notes. 

· Issue receipts for payments. 

· Reconcile banking deposits with receipts.  

· Maintain the petty cash system. 
3. Administer our employee’s files and records in order to ensure accurate payment of salaries, benefits and allowances. 
· Maintain proper documentation on employees. 

· Establish employee records in our computerised accounting systems. 

· Administer benefit entitlements, SPP, SMP etc

· Process monthly employee salaries.
· Process end of year documents (P60s) for employees.
· Calculate and submit Tax & NIC deductions to HMRC.  

· Prepare separation documents (P45) for terminated employees. 

· Maintain confidentiality of employee files. 

4. Administer the monthly payroll in order to ensure that employees are paid in an accurate and timely manner.
· Set up employee files. 

· Verify and code timesheets and hours worked. 

· Calculate employee salaries, deductions and contributions. 

· Enter payroll information into QuickBooks.
· Calculate miscellaneous deductions. 

· Process payroll payments. 

· Prepare, review and file payroll summaries, journals and reports. 

· Issue records of employment. 

5. Provide efficient and effective office management.
· Order office stationery and supplies. 

· Manage the filing, storage and security of documents. 

· Respond to supplier and customer enquiries.
· Manage the repair and maintenance of computer and other office equipment. 

· Maintain insurance coverages (e.g. Building, Employer & Public Liability insurances).    

· Issue permits and licenses. 

· Maintain training room booking register.
6. Monitoring and Evaluation. 
· Maintain project costs against set budget and keep all spending evidences to meet the audit trail according to LHP financial policies and procedures. 

· In liaison with the Project Managers, prepare project financial monitoring return for the funders. 

· Support the Director on the fundraising process.
· Maintain files in according to the LHP’s project directory list provided by project managers.
· Contribute to project evaluation and production of LHP’s Annual Report.
7. Organisational

· To observe the Limehouse Project' Confidentiality Policy and the Equal Opportunities Policy at all times.

· To observe all rules relating to Health and Safety.

· To participate, as requested by service managers, in general office administration to ensure the efficient running of the organisation.

· To assist in cover arrangements during the absence of other members of staff and/or at times of pressure. 

· To occasionally work outside normal working hours to facilitate events and promote publicity,
· To liaise with local community groups, other agencies and organisations, and local and borough-wide networks in the interests of clients and the provision of an effective service, and to develop and sustain a good working relationship with those agencies and organisations.

· To carry out any other duties required from time to time by the Director and/or by the Trustees. 

Person Specification 
	Essential
	Desirable



	Skills, aptitude, knowledge and experience:

· At list 3 years’ experience in a Finance role within the Charity sector.

· Experience and knowledge of using accounting software such as QuickBooks.



· Accounts payable and accounts receivable processes. 

· Generally accepted accounting principles. 
 

· Preparation of financial reports /statements.
· Administration of employee benefits. 

· Payroll systems and reporting.

· Computer literate and confident in using all MS Office software.  

· Office administration. 



	· An understanding of relevant financial and HMRC legislation, policies and procedures.

	Personal qualities:

· Passionate about working with and on behalf of vulnerable communities.
· Excellent organisational, record keeping and planning skills.

· Excellent attention to detail.

· Excellent written and verbal communication skills.
· A positive approach to inclusive practice with colleagues, team leaders and clients.
· Reliability and trustworthiness.
· Open mindedness and able to work alongside people from all backgrounds.
· A positive approach to gaining further / required qualifications.


	· Good management skills.

· Flexibility – occasionally working hours might be changed.
· Able to work in teams of various sizes both internally and externally.



	Qualifications

· Degree in Accounting or equivalent qualification or experience.  
	· Health & Safety certificate
· First Aid certificate
· Completion of other relevant courses



LIMEHOUSE PROJECT





RAISING ASPIRATIONS   I   CHANGING LIVES


St Anne Unit 2, 789-791 Commercial Road


London. E14 7HG


Tel: 0207 531 4881 








