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Finance Administrator 
Hours: 3 days per week 21hours w/k (flexible – days to be agreed)
Reports to: The Service Manager
Location: Homes of Hope, Lancaster House, 6 Harper Road, Sharston, Manchester, M22 4RG
Salary Range: £15,462.80 - £16,543.80 pa Depending on experience. This is a fixed term contract for 12 months and is subject to renewal depending on funding and your performance 
Summary of the Role
The Finance Administrator is responsible for the charity’s day-to-day financial management, including maintaining accurate records, managing accounts, payroll, and expenses, and supporting housing-related services. The postholder is expected to demonstrate an active Christian faith and a commitment to the charity’s Christian ethos and values.

Key Responsibilities
Financial Record-Keeping & Accounting
· Maintain accurate ledgers, recording all daily transactions including donations, grants, rent, housing benefit, supplier payments, staff expenses, and maintenance costs.
· Process invoices, supplier payments, rent, utilities, petty cash, and monthly payroll.
· Monitor bank accounts, reconcile bank statements and petty cash accounts, investigating and resolving discrepancies.
· Support grant financial tracking and funder reporting.
· Prepare management accounts, cashflow preparation and monitoring, budget preparation, and monthly or quarterly financial reporting.
Accounts Payable & Receivable
· Manage accounts payable and receivable to ensure timely collection of payments and appropriate management of all supplier payments.
· Support rent accounting, service charges, and housing benefit claims for residents.
· Process repair and maintenance invoices to maintain safe and compliant housing.
Payroll & Expenses
· Manage monthly payroll, including calculating wages and processing employee expense claims.
· Maintain accurate financial records and staff expense documentation.
· Manage filing systems, correspondence, and documentation for audits.
· Record donations, assist with Gift Aid claims, and support donor communications.
· Maintain accurate financial and supporter data within the system.
· Respond to finance and administrative queries from staff, residents, trustees, and suppliers.
· Ensure adequate controls around any cash within the charity (e.g. petty cash)
· General administration & office support
Compliance & Audits
· Ensure financial practices comply with internal policies, Charity Commission guidance, and housing regulations.
· Ensure accuracy of records and timely provision of information to HMRC (VAT returns, PAYE submissions)  
· Assist auditors and the Service Manager by compiling documentation for internal or external audits.
Stakeholder & Donor Support
· Provide timely, accurate financial and operational information to the Service Manager and trustees.
· Perform ad-hoc administrative and clerical requests, as necessary.
Person Specification
Essential Skills & Experience
· Experience in finance, bookkeeping and administration.
· Strong numeracy, attention to detail, and high levels of accuracy.
· Proficient in Microsoft Office (especially Excel) and Apple Mac; experience with accounting software such as Expense Plus, Xero, QuickBooks, Sage, or similar is desirable.
· Excellent organisational and time-management skills to manage multiple tasks within part-time hours.
· Strong communication skills, with the ability to explain financial information clearly to non-finance staff.
· Flexible, reliable and proactive,
· High levels of integrity and a commitment to confidentiality, safeguarding, and equality.
Essential Qualifications
· Background in accounting, finance, or economics.
· Professional accounting certifications (e.g., AAT) 
General Requirements
The postholder is expected to:
· Act at all times in a professional manner and in the best interests of the organisation and the people it supports.
· Comply with all organisational policies and procedures, including those relating to health and safety, data protection, confidentiality, equality, diversity and inclusion.
· Participate in supervision, training and continuing professional development as required.
· Maintain accurate, timely and appropriate records in line with organisational, contractual and regulatory requirements.
Flexibility of Duties
This job description outlines the main duties and responsibilities of the role and is not intended to be exhaustive. The Company reserves the right to require the postholder to perform other duties that are reasonable and commensurate with the role, taking into account the postholder’s skills, experience and training.

Equal Opportunities & Safeguarding
The postholder must carry out their duties in accordance with the organisation’s Equal Opportunities and Safeguarding policies at all times. 

This role may involve working with adults in supported accommodation and is therefore subject to appropriate pre-employment checks, including satisfactory references, evidence of the right to work in the UK, and an enhanced Disclosure and Barring Service (DBS) check.

If this sounds like the perfect opportunity for you and you would like an interview to become our Finance Administrator then please email info@homesofhope.co.uk for futher information. 
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