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Job Description	Finance and Executive Assistant

Hours & Term:	14-28 per week (2-4 days*) 
Fixed Term to March 2027 (with possibility of extension)

Responsible To:	Finance Manager
Location: 		Bristol Office
Salary:		£25,000-£27,000 depending on experience (pro rata)

Plus generous leave entitlement, 7% employer contribution pension, flexible working policies, commitment to training and development and friendly working environment. For more details see our Employee Benefits Package. 

Purpose
To provide administrative support to the Finance Manager. This is a new role and will be key in ensuring smooth day to day operations as the Law Centre continues to grow. 

The primary focus (2 days) will be on finance tasks. *Depending on the candidate the role could be up to 4 days to include other administration, coordination tasks and record keeping as below, and the role could be open to job share. 


Principal duties (responsibilities):
1. Processing supplier invoices, bank payments and receipts in an accurate and timely manner and maintaining records.
2. Checking disbursements (costs) on our legal case management software ensuring proper authorisation and documentation.
3. Assisting in reconciling monies received from Legal Aid Authority.
4. Assisting with monthly bank reconciliations/cashflow spreadsheets.
5. To lead on the payment of staff expenses, reconciling petty cash transactions and maintaining accurate records.
6. Assisting the Finance Manager with preparing documentation for financial audits.
Other tasks*: 
A. Supporting the Head of Services with HR administration, including 
a. Recruitment and onboarding (ad hoc). 
b. Keeping personnel records up to date, in line with legislation and policy. 
c. Maintaining and collating employee training records

B. Supporting the CEO and Management Team by 
a. Updating the Law Centre Manual with changes provided by the M Team.
b. Diary coordination, minutes and action tracking for M Team and staff meetings.
c. Summarising information for dissemination internally.
d. Maintaining office kitchen supplies.
C. Administrative support for the Board of Trustees (support / cover for Company Secretary) 
a. Board minutes, action tracking and compiling agendas and papers and circulating to Board of Trustee members in advance of meetings.

General Duties
· Comply with administrative procedures and quality standards as required by regulatory and funding bodies and by the Law Centre.
· Actively contribute and participate in staff and team meetings, and to organisational work such as policy development, strategic planning and developmental activities
· Ensure ED&I is considered and implemented in all aspects of the work 
· Attend regular supervisions to discuss performance and career development 
· Participate in training and development activities, including sharing learning
· Other duties as may be required to further the work of the Law Centre.


Person Specification:
The successful applicant will demonstrate the following skills, abilities or experience:

Essential:
· Demonstrable knowledge of bookkeeping and financial administration.
· A sound understanding of VAT returns 
· Proficient in using Microsoft Software including Outlook and Excel 
· Excellent written and verbal communication skills and strong interpersonal skills and ability to work with people at all levels
· Accuracy and exceptional attention to detail
· Commitment to the mission and values of the Law Centre
· Highly organised, ability to prioritise and multitask in a busy environment
· Self-motivated, proactive, and flexible.
· Discretion and confidentiality in handling sensitive information.
· Positive attitude and a willingness to learn

Desirable
· Experience using QuickBooks or similar software 
· Experience in a charity, nonprofit, or public sector setting
· Familiarity with Charity Governance or working with trustees
· Understanding of UK GDPR, including handling of sensitive data
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