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Stoke on Trent foodbank Finance Officer 
Job Description
Job Title:
Finance Officer
Based at:

Stoke-on-Trent Foodbank, Foodbank Office
Salary:


17, 550 per year, pro rata  
Contract:

Fixed term contract (subject to funding)
Hours:
7 hours per week 
Responsible to:
Stoke-on-Trent Foodbank Operations Manager 
Summary of Duties

To provide financial, administrative and clerical services to support the efficient and accurate financial activity within the foodbank
Main Duties
· Assisting with the purchasing of items, obtaining quotes, ordering and ensuring prompt payment

· Data entry onto the ‘Quickbooks’ system
· Facilitating the effective completion and payment of reimbursement and request forms

· Working alongside volunteers and paid staff to support effective finance related administration 
· Assist with audits and stocktake reconciliation

· Support the Senior Finance Officer in the administration related to the preparation of annual accounts

· Assist in the provision and preparation of figures required for monitoring reports

· Produce thank-you letters for donations

· Filing, photocopying and other administrative duties where required
Values

We value life-giving relationships and believe that they form the context in which our core values operate

	Integrity
	We value integrity which guides us in all our dealings both in public as well as in private.

	Generosity
	We value generosity as a way of life.

	Compassion
	We value compassion as Faith in Action, which finds its origins in the teachings of Jesus the Christ.

	Humanity
	We value people as God’s treasured masterpieces and so we endeavour to treat them with dignity, respect, acceptance and love.


Signed (Post holder)………………………………………………date………………………

Signed (Manager) ………………………………………………..date………………………

Person Specification
	Requirements


	Essential
	Desirable

	Skills / Experience / Knowledge
	Organisational, administrative skills and attention to detail
	(
	

	
	Excellent written and oral communications skills
	(
	

	
	Ability to maintain a high level of

accuracy and confidentiality in preparing and entering financial information
	(
	

	
	IT Skills: word-processing, spreadsheets, database, etc
	(
	

	
	Experience of finance administration and bookkeeping procedures including Quickbooks
	
	(

	Personal Qualities
	Agree and support the values of the Stoke-on-Trent Foodbank
	(
	

	
	Self-motivated and able to work under own initiative as well as within a team
	(
	

	
	Sensitive to, and able to respond appropriately to the needs of people
	(
	

	
	Ability to work under pressure and to deadlines
	(
	

	
	Willingness to work flexibly within a developing environment with a ‘can do’ attitude
	(
	

	
	Value and respect all the people who come into contact or work within the Stoke-on-Trent Foodbank
	(
	


[image: image1.png]



1

[image: image2.png]