Job Description

Post Title          :      Finance Officer
Purpose of job :     To undertake financial administration of the charity and to



       disseminate financial information  
                              

Reports to         :     Chief Executive 
Main Responsibilities:

The Finance Officer is responsible for ensuring that the financial affairs of the charity are well managed and that financial management information is up to date, accurate and clear. The job includes:

· management of day-to-day financial affairs of HOST
· invoicing and credit control

· production of financial reports for the CE and Board as required

· management of hosts’ expenses

· management of insurance policies

And such other duties as may be identified from time to time by the Chief Executive

Tasks:

The tasks will change from time to time but will include the need:

· To make payments by cheque and online and process all income to the charity
· To ensure that correct transactions and such records are kept 
· To reconcile all Creditors and Debtors accounts monthly and send monthly financial accounts/reports  to CE and Treasurer 
· To provide monthly Management accounts and to produce monthly expenditure reports for CE and as well as reports of expenditure against budgets for Board meetings 
· To answer queries from staff/board members on income/expenditure


· To work with CE in the preparation of annual budgets set by CE
· To liaise with the accountants regarding audit

· To deal with any queries from/to suppliers, students, ISAs, volunteers, etc.

· To manage Pay-Pal, Big Give  and all other online payments to HOST 

· To undertake quarterly invoicing of subscribing institutions and others and to deal with any queries arising from this or with regards to payments

· To follow-up on unpaid invoices in a timely fashion

· To deal with VAT returns

· Update and make changes of a financial nature on database and all Masterlists

· To deal with expenses queries from hosts

· To maintain current insurance in consultation with CE and that this is updated 
        appropriately

· To file and keep up-to-date filing for Companies House and the Charities Commission

· To work with CE on updating the HOST website on pages of a financial nature

· To attend team meetings and the HOST Conference biennially
· To manage office volunteers as and when required

· To assist in induction of volunteers 

· To provide “handover” to other staff as required

· As part of the small team,  to contribute pro- actively to all elements of HOST’s work, suggest improvements or new initiatives
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