
  

 

 

 

 

 

Job Description - Finance Officer  
Background 
There are many organisations working to fight hunger and poverty around the world. 
RESULTS' particular focus is unique: we work at grassroots, national and international 
levels to create the political will to end hunger and the worst aspects of poverty. This multi-
pronged approach has proven to be an effective and powerful advocacy combination that 
has yielded tangible and lasting results. 

We are a company limited by guarantee, registered in England and Wales, and are a 
registered charity in England and Wales, and Scotland. The majority of our income is in the 
form of project grants from grant-making foundations and trusts, with a smaller amount in 
committed giving and public fundraising. 

The Role 
You will be the Finance Officer, reporting to and supporting the Finance Manager and 
overseeing the work of the Finance Assistant. 

Based in a small team you will help to manage the day-to-day activities relating to the 
charity’s finances. Your primary responsibility will be to ensure the entries made on the 
financial package are accurate and complete by performing such tasks as key 
reconciliations and other activities as described below. We are looking for someone who 
can work independently and has the ability to problem solve. 

This is a new role in a team where we are consistently working to improve the finance 
function and look to team members for ideas and innovation to meet the demands of a 
growing, dynamic organisation. 

Principal responsibilities: 
• Producing monthly reconciliations for the two main bank accounts, company credit 

cards, and key balance sheet accounts. 

• Updating the prepayments and accrual schedule in excel and posting the journal 
entries onto QuickBooks Online. 

• Supporting the Finance Manager in the production of finance management reports for 
budget holders, Finance Committee and the main governing Board of Trustees. 

• Assisting with end of year preparation and procedures. 

• Administering payroll, pensions and liaison with payroll agency. 

• Entering international payments on the bank payment portal. 

• Supporting the Finance Manager with updating the cash flow report. 
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• Maintaining of annual budgets. 

• Reconciling the donations database and the administration of gift aid claims. 

• Petty cash administration. 

• Helping to ensure that all financial information, including donor information, are 
compliant with UK Company and charity law and contributing to statutory reporting 
requirements. 

Personal Specification: Essential Characteristics 
Skills and experience   
• AAT Qualification or an ACCA studier. 

• Ability to think laterally, problem solve and work independently. 

• Good understanding of financial management procedures including accruals, pre-
payments and journals. 

• Experience of making international payments. 

• Proven numeracy and data analysis skills. 

• Proven experience of a finance role in in small-to-medium office environments, 
preferably book-keeping and preparing company financial statements for organisations 
with an annual turnover over £1 million. 

• Discretion and a proven ability to handle confidential and sensitive information. 

• Strong computer literacy, including experience using Microsoft Excel and QuickBooks 
(preferably QuickBooks Online). 

• Good written and oral communications. 

Desirable 
• Experience of, or good exposure to, UK Company and Charity law around financial and 

statutory requirements for small UK charities. 

• Experience of maintaining donor databases. 

• Experience of providing payroll and pension information to an external payroll bureau 
and pension provider. 

Personal attributes  
• A high level of attention to detail is essential. 

• Well organised. 

• Unimpeachable integrity. 
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• Able to work well with others in a small team environment. 

Terms and conditions 
1. Salary 
This role is graded on the RESULTS Professional scale with a salary of £27,884 per annum 
FTE, pro rata at 60% for hours worked. 

2. Hours of Work  
This post requires a working week of 3 days (22.5 hours), excluding breaks. This will be 
worked as agreed with the line manager but some flexibility may be required to meet the 
needs of the job. There is no paid overtime. 

3. Holidays 
Holidays are 25 days (pro rata) per year plus UK bank holidays. Three of the 25 days are to 
be taken between Christmas and New Year when the office is closed. One extra day holiday 
is gained with each complete year of service up to a maximum of 5 extra days. Holidays 
are earned in arrears. 

4. Length of Contract 
This is a permanent position.  

5. Probationary Period and Notice Period 
There is a six-month probationary period for this role. The notice period is one month 
subsequently. 

6. Location and Line Manager    
The post will be based in RESULTS UK’s national office at 31-33 Bondway, Vauxhall, London 
SW8 1SJ.  

The line manager for this role is the Finance Manager. 

7. Additional benefits  
Staff joining RESULTS are automatically enrolled in our company pension scheme unless 
choosing to opt out. All employee contributions to pension are matched 1:1 by RESULTS, 
up to a maximum of 5% of gross salary. The current minimum employee contribution is 
4%. 

Staff may receive a tax-efficient loan for the purchase of a bike through which the final 
price of the cycle is lower than on the market. Details at cyclescheme.co.uk 

Staff may receive a loan for the purchase of a travel season ticket. 

Recruitment Process 
Please apply by sending a CV (maximum length 4 pages) and covering letter (maximum 2 
pages) to jobs@results.org.uk. Your covering letter should show how you meet the 



 

 

 

 

Page 4 of 4 

requirements of the Person Specification and how your past experience link to the 
principle responsibilities.  Also include why you want the job and details of your current 
notice period. 

In the subject box of your email please put “Finance Officer - Your Name”.   

The application deadline is 9.30am on the 16th of May 2019, with interviews likely to be 
held the following week.  

All candidates must have the right to live and work in the UK. We will only be able to 
contact shortlisted candidates. 


