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Job Description
	Job title:
	Finance Officer

	Job Context:

	The British Cardiovascular Society (BCS) is a membership organisation with charitable status. The BCS plays a pivotal role in the setting of standards, and through a variety of activities influences the quality of cardiology practice in hospitals throughout the UK. It has a broad education portfolio, contributes to specialist training (and examinations) and has increasing involvement in research activities. 

The BCS works in partnership with a large number of Affiliated Societies and for a number of these provides administrative, digital and membership services including payment collections.   

	Purpose and scope:
	The Finance Officer is responsible for contributing to the effective running of BCS’s finance function. They are responsible for providing financial and administrative support under the guidance of the Finance Director, whilst supporting the Senior Managers and Board Members.  The purpose and scope of the role is to provide effective and efficient management of the Purchase and Sales Ledger, Cashbooks and Banking.  The Finance Officer is to comply with accounting procedures and record all financial transactions accurately using finance software. 

	Reports to:
Works closely with: 
	Finance Director
Finance Director, Senior Managers across the BCS, Executive PA, BCS Staff



General Responsibilities
· Ensure timely invoicing of all income due and email all customers once complete
· Monitor all meetings spreadsheets weekly, adding lunch invoices, telecoms and room hire totals in order to raise sales invoices

· Make sure that customer payment procedure is followed and in line with their requirements (e.g. pharmaceutical companies payment systems)

· Ensure income is allocated correctly and entered into the accounting system

· Look after the credit control function, including checking when invoices are due, following up on outstanding invoices and reporting potential bad debts to the FD

· Ensure timely processing of purchase invoices and payments

· Code and pass invoices for approval

· Process expense claim forms, pass for approval

· Electronically upload files on Bankline to be authorised, email remittances

· Follow expenditure procedures and ensure that expenditure is correctly coded and authorised

· Post all nominal transactions such as World pay and all online income
· Assist with management accounts and other finance reports
· Make sure all VAT codes are carefully processed
· Prepare bank reconciliations for the Society – reconciling 2 bank accounts as well as the credit card, liquidity manager and petty cash
· Keep petty cash up to date at all times and make sure receipts are provided for all expenditure. Ensure petty cash vouchers are signed and correct change is returned when applicable
· Make sure petty cash is topped up when funds are low with approval from FD
· Bank all cheques and cash for the Society, withdraw and get currency exchanged when required with approval from FD
· Keep finance files up to date
· Process international payments (relevant allocation in sterling once the payment has been made)
Finance Committee Responsibilities

Provide secretariat support to the Finance Committee including;

· Organising meetings

· Drafting of agendas

· Collation of papers

· Communication with committee members

· Minute taking

· Follow up on actions

Other ad hoc duties as may be required by the Finance Director or CEO
· Deal with financial queries
· Assist with the annual audit and producing supporting schedules
· Assist in preparation of VAT returns to be checked by the FD and making sure they are submitted in time

· Ensure financial returns are submitted in time for Companies House and Charity Commission

· Contribute to the delivery of the BCS Annual Conference, in advance, post conference and on-site as required. In particular, responsible for registration fees taken on site by card or cash. 
Building and Administration Duties

· Help with furniture moving for meetings set up and events on site

· Support meeting set up as and when required

· Answer telephone enquiries and check enquiries inbox once a week

· Provide reception support and operate door system

Other Responsibilities
· Any other duties as may be reasonably expected and which are commensurate with the level of the post. 

· Adhere and comply with the provisions of the BCS’s Health and Safety Policy.

· Undertake all duties and responsibilities in compliance with the rules and regulations encompassing equal opportunities.
Terms and conditions

	Salary:
	Circa £27K

	Annual leave:
	25 days annual leave plus statutory holidays (full time)

	Other benefits:
	· 35 hour week (may require additional hours commensurate with position)

· Pension scheme (defined contribution)

· Interest-free season ticket loan (following completion of probation)

· Individual training and development plans 
In consultation with staff, benefits and policies may be reviewed and changed over time.  



Person specification

	Position: Finance Officer
	

	Date:  February 2018           


	


	Qualifications
	Essential
	Desirable

	· GCSE English & Maths or equivalent

· Part qualified member of an accountancy body or holder of an equivalent qualification
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	Skills, Knowledge and Experience
	Essential
	Desirable

	· Minimum 3 years of finance experience
· Experience in working for a third sector or charitable organisation 
· Computer literate with good knowledge of Microsoft office particularly Microsoft Excel)
· Experience in using Sage 50 Accounts
· Dealing with subscriptions and invoices
· Strong team working and interpersonal skills in order to interact with a range of internal and external stakeholders

· Excellent communication skills – both written and verbal

· Excellent planning and time management skills with ability to prioritise work and manage conflicting deadlines

· Strong numerical skills and attention to detail

· Committee Minute taking skills

· Organised, with ability to move between tasks and handle work from a variety of sources

· Ability to work unsupervised and use own initiative

· Flexible, with a “can do” attitude
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	Other


Able to travel in the UK away from home for the BCS annual conference in June which all BCS staff are required to attend. 
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