[bookmark: _gjdgxs][image: ]
Finance Officer

Hours: 22.5 hours per week (3 days)
Salary: SJC Salary Scale 28/29 - £26, 000 FTE (pro rata)
Place of work: MiHC Scotland Office Edinburgh
Responsible to: Director Scotland 

GENERAL
· Working closely with the central Finance Office team at Walton

OVERALL REMIT
· Implement accounting and financial procedures and deal with day-to-day financial issues

Specific duties

Musicians’ claims
· Check all aspects of claim - fee, mileage and expenses, venue and date of concert
· Advise musicians of concerts/expenses paid by remittance advice
· Pay musicians by BACS/Cheque
· Input payments into Sage 
· File claims in alphabetical order by date of payment
· Chase outstanding claims

Supplier Payments
· Pay all Supplier Invoices within one month of invoice date, Invoices for accommodation are sent as soon as stay has happened.
· Keep original copy of invoice and file in relevant folder
· Enter all supplier invoices and amount paid into Sage 

Banking
· Monitor the balance in the charities current account, reconcile on a monthly basis and liaise regarding possible transfer to or from reserves
· Enter all monies received by BACS and cheques. Match invoices paid and process onto Sage and concert book and do banking when required
· Advise Fundraisers/ Office Administrator of any monies directly into account

Invoicing Homes & Hospitals
· Raise invoices weekly and send to individual Homes/Hospitals to request contributions towards concerts
· File copy invoice
· Mark off date paid on database and attach remittance advice to copy invoice, move to paid section
· Chase outstanding invoices- Credit Control 


Monthly
· Reconcile Bank Statement
· Prepare Monthly Accruals, Prepayments and Depreciation and input on to Sage
· Prepare other Journals as required 
· Produce P & L & Balance Sheet for Director Scotland, Finance Manager and Treasurer
· Update rolling cash flow
· Maintain fixed asset list 
· Update Gift Aid donations
· Produce Report from Filemaker re musicians’ outstanding claims 
· Invoice Health Boards as required
· Investments report and update quarterly with the Director Scotland and enter on Sage
· Check all invoices for the month have been invoiced 
· Balance petty cash monies monthly to Sage
· Processing staff and volunteer expenses in accordance with MiHC financial protocols

Quarterly
· List Gift Aid donations (to be sent to MiHC Walton for HMRC submission)
· Check all invoices for Month have been invoiced 

Annual
· Prepare annual audit file and associated paperwork and liaise with auditors for financial year end
· Support preparation of core budget for Scotland 

Projects
· [bookmark: _GoBack]Prepare project budgets as required on sage and provide support to team on monitoring expenditure and in their reporting to funders

General
· To help out with other work of the Scotland Office, as required
· Work closely with the Finance Team based in London and provide support as needed to and with the agreement of your line-manager
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