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	Responsible to: Executive Director
	Salary: £24,000 (pro rata) per annum 

	Location: Ignite offices in Harrow Wealdstone
	Hours: 24 hours per week



	The Role: Overseeing the financial and office administration of the organisation



Finance and Office Administrator
The Charity:
Ignite Trust is a dynamic charity located in the London Borough of Harrow.  Ignite was established in 2001 and works to support young people aged 11-25, who are at risk of involvement with anti-social behaviour, gangs and youth violence, becoming excluded from school or at risk of exploitation. Our aim is to offer programmes which engage young people, build positive relationships and mutual support to empower individuals and to raise expectations for the future to transform lives. 

Ignite is based at Holy Trinity Church in Wealdstone and as an organisation it maintains a strong Christian ethos. 

Areas of Responsibility:

Finances
· Maintaining financial records using QuickBooks 
· Bank statement reconciliations

· Processing funds/grants and donations received

· Compiling internal financial reports – including quarterly financial reports for trustees
· Working with Director to maintain funding pipeline

· Work with the Trustees and Director to produce and present the annual budget and End of Year    


Accounts

· Adherence to the organisations Financial controls policy

· Processing of employee’s expenses and reimbursement claims

· Processing and recording of payments including administering salaries
· Produce project expenditure records for funder reports

· Issue invoices

· Cash flow analysis

· Set up and monitoring of standing orders, and subscriptions

· Management of ‘gift aid’ donations

Administrative Duties

· Provide administrative support to Director/youth work staff and volunteers
· Assist in the administrative support of all aspects of the employees/volunteer’s lifecycle
· Be the main point of contact for the building managers
· Keeping employee’s documents/certificates up to date (safeguarding)
· Processing of employee/volunteer DBS applications
· Management of Health and Safety issues including keeping the incident report file up to date
· Recording and monitoring of timesheets and face-to-face hours
·  Absence monitoring (sickness and holidays)
· Assist with staff training and development needs
· Purchasing office consumables

· Production of minutes of team meetings

· Process enquiries and take messages
Plus other reasonable duties as required by the Director.  

Stakeholder Engagement 

· Work collaboratively with key organisations and stakeholders

Faith

· Model Christian values such as love, compassion, joy, peace, patience, kindness, faithfulness, and self-control, both to the team and all those we work with

Personal Development

· Undertake training as required

· Keep abreast of Health and Safety legislation
Environment
The Ignite Office is open to young people at certain times and is a busy working environment

Experience/Attributes
· Highly organised, capable of managing and prioritising multiple tasks and responsibilities
· Proficient in the use of IT, especially QuickBooks and Microsoft packages (Word, Excel)

· Experience of working with a team

· Able to maintain confidentiality 

· Good communication skills - written and spoken

· Good numeracy skills
Person Specification:
	Qualifications
	Essential
	Desirable

	
	English A level standard or equivalent
	Business Administration qualification

	
	Maths A level standard or equivalent
	Accounting/Finance   qualification

	Experience/Knowledge
	Proficient in QuickBooks
	

	
	Minimum of 2 years’ experience in Financial and Management Accounting
	

	
	Minimum of 2 years’ experience working in administration
	

	
	IT literate - confident in Microsoft Excel, Word and PowerPoint
	Experience of using Google mail

	
	Experience of supporting senior management/trustees
	Experience of working within the charity/not for profit sector

	
	Experience of working as part of a team
	

	
	Experience of working in an office environment, dealing with both face to face interactions
	

	
	Experience of minuting meetings
	

	
	Call screening
	

	Skills/Attributes
	Able to compile and present financial reports 
	

	
	Excellent verbal and written communication skills including report writing skills
	Ability to communicate effectively with young people.

	
	Advanced organisational and administrative skills
	Speaks another language other than English

	
	Work to and maintain high standards of accuracy, good numeracy skills.
	

	
	Ability to manage own workload
	

	
	Able to adhere to Ignites policies, specifically those covering Health and Safety, Equality and Diversity, GDPR, Confidentiality and Safeguarding
	

	Personal 
	Ability to adhere to the organisations Christian Ethos
	

	
	Passionate about helping young people
	

	
	
	A full valid driving license and access to a car
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