6VT Youth Café Job Description – Finance & Admin
Post: 




Finance & Administration

Responsible to: 


Chief Executive Officer.
Base: 




11-15 Vennel, Edinburgh EH1 2HU

Context and purpose of job:   To provide efficient office administration & financial services to the organisation in accordance with good practice, legal and regulatory requirements. 

Key Tasks & Job Activities
Financial responsibilities
· Manage and monitor day to day financial affairs including data input, reconciliation, and bank transactions.

· Maintain staff and service user records including personnel records and absence details.

· Create appropriate reports attributable to each of the different funding providers and provide financial information for funding applications.
· Sign cheques and transfer funds within the limits set by the Board.

· Prepare financial reports including project costings, forecasts and budgets.
· Complete and submit reports to OSCR and Companies House in conjunction with the Chief Executive Officer. or Treasurer.  

· Attended Finance Sub Group meetings.

· Prepare accounts for audit in line with Charity SORP and other accounting standards. 

Personnel responsibilities
· Prepare individual staff salary information and liaise with SCVO to arrange implementation.
· Pensions implementation and ongoing maintenance

· Maintain staff records including personnel data and absence data. 

Administration

Ensure the smooth running of all administration, facilities and resources management within the service.
· Provide Admin support to 6VT Staff & Board 
· Dealing with a wide range of enquiries from service users, employees, and members of the public via telephone, email, or face to face.

· Co-ordinate maintenance of organisation equipment e.g. fire, alarms, CCTV system, heating system etc. 
· Manage Room hire at 6VT including setting up chairs & equipment
Flexibility
To ensure the service meets the needs of both service users, and funders. In order to deliver services effectively, a degree of flexibility is needed and the post holder may be required to perform work not specifically referred to above. Such duties will fall within the scope of the post.

Supervision received
The post holder is part of a multi service team operating on behalf of the 6VT, Edinburgh City Youth Café and as such will attend team meetings at which aspects of the work arising in the course of ongoing and ad hoc duties may be discussed. The post holder will be supervised by the  CEO of 6VT, during which work plans will be agreed.
Experience required
The post holder will have a proven track record of financial record keeping and administration. They must be competent in computer use and have a working knowledge of Microsoft Office in particular proficient with Excel.  Have good interpersonal skills and a high level of commitment to delivering professional customer service. 
Salary / Hours of Work

This post is for 20 hours per week over four days. A hybrid flexible working pattern can be discussed. 
Currently 2 days must be office based, this may return to 4 days. 
Salary: £26,640 (Pro rata based on 35hr week = 15,223)  

Appointment on scale will be dependent on level of relevant experience and or qualifications.
This Job Description and Person Specification reflect the duties of the post as they exist at this time and may be subject to change based on the need to adapt flexibility to the evolving needs of the service users.
