Yorkshire MESMAC - Job Description

Job title:          		Finance/Administration Worker
Responsible to:	Finance and Administration Manager

Salary:			NJC SCP 12-17 starting at £28,598 (pro rata for part-time hours)

Hours:	16 hours per week (proposed work pattern is 2 days or 3 days per week).
	
	If new projects commence in the South Yorkshire area then there is a possibility of additional hours. 

Contract:		Fixed Term until 31st March 2027

Base:	Rotherham - some travel to other sites will be required.

Accountable to: The Finance and Admin Manager.  Overall responsibility lies with the Chief Executive.

Main working contacts: Rotherham Local Services Coordinator (LSC), Finance/Administration team, staff and volunteers, Operations Managers, Chief Executive, Mental Health & Wellbeing Coordinator.

Job Purpose: To assist in the provision of a range of financial, HR and administrative services, which support the work of MESMAC, with focus on work in South Yorkshire based projects and Counselling provision.   
Main Tasks and Duties:

Finance & Administration
1. To make payments using agreed procedures, including expenses to staff and volunteers according to agreed procedures.
2. To operate the petty cash accounting and transaction system.
3. To accurately record and update financial records on QuickBooks, and the server, as and when required.
4. To assist the Finance & Admin Manager with Finance audits and checks on a quarterly basis
5. To work with the Finance & Admin Manager in reporting against project budgets to the local Budget holders.
6. To assist the CEO & Mental Health & Wellbeing Coordinator with grants administration and payments
7. To assist the Mental Health & Wellbeing Coordinator with referrals and waiting lists for the counselling service and appropriate recording of data for monitoring purposes
8. To Liaise with counsellors on waiting lists and referrals, and recording and processing of counsellor payments
9. To ensure all Rotherham office telephone calls taken are answered promptly, and messages taken and recorded, in the absence of service user facing staff. 
10. Maintain and update personnel files using the online HR system, including contracts, training, holidays, timesheets.
11. Administrate the recruitment of staff and volunteers and related systems
12. [bookmark: _GoBack]To produce reports against Key Performance Indicators, via the appropriate project monitoring systems by extracting and manipulating data to deadlines. 
13. To provide admin support for meetings both internal and external to the organisation including arranging dates and locations, preparing agendas, taking minutes, filing and the distribution of relevant papers, where appropriate. 
14. To assist the LSC to maintain office equipment and liaise with suppliers regarding maintenance and supplies in Rotherham, excluding computers.
15. To assist with Health and Safety checks of the Rotherham building, where necessary. 
16. To facilitate regular fire evacuation drills and record appropriately.
17. To assist with coordination of events and conferences
18. Co-ordinate and maintain the appropriate hire and booking systems for the Rotherham building and invoice where appropriate
19. To carry out other tasks commensurate with the post as required by the Finance/ Administration Manager.

General:
1. To contribute as a member of the team to the development of MESMAC’s policies and strategies.
2. To be aware of MESMAC’s policies and to ensure that they are reflected in the work of the post holder.
3. To respect and maintain confidentiality at all times with respect to staff and individuals or groups that use MESMAC premises.
4. To attend and participate in staff meetings as and when required.
5. To undertake regular supervision.
6. To undertake training as required.


MESMAC is a developing organisation.  This job description will be periodically reviewed with the post holder to take account of changing demands.  The post holder will be expected to work within the MESMAC general operational policies agreed by the Board of Trustees.
