
 
 

Job Description: Company Financial Officer 
Purpose of the post: 
The Company Financial Officer will co-ordinate and deliver the finance functions of the 
organisation. They will work closely with the Chief Executive to promote the smooth running 
of finance functions to enable projects/service areas to operate effectively and efficiently. 
They will access professional mentoring for their financial responsibilities as sourced by the 
Chief Executive 
 
As the organisation continues to grow the company financial officer may also provide co-
ordination expertise across wider corporate services to ensure that data and information is 
collected, managed and shared appropriately and effectively paying due regard to 
organisational policies and procedures.  
 
Location:  The post holder will be based in the People Matters Registered Office.  
 
Salary: £12,000 pa for 24 hrs pw with the potential option to increase as business 
circumstances allow. Temporary to permanent 
 
Reports to: Chief Executive 
 
The Company Financial Officer will: 

1. Maintain all financial records of the organisation utilising Sage software, bank records. 
Microsoft Excel etc, produce monthly management accounts for consideration by the 
Chief Executive and board of Directors and support the annual work of the appointed 
financial accountant for the production of financial accounts 

 
2. Issue, collect, analyse, maintain and store securely all information and records relating 

to payroll (including pensions), working with all employees of the organisation. This 
includes reporting all required information to HMRC/DWP and the organisational 
pension provider, liaising with their representatives as required and making associated 
bank transfers. 
 

3. Effectively produce, issue, control and store all invoices, records and information to 
maintain timely and accurate receipt of income including liaison with funders/clients. 
 

4. Effectively control the purchase, recording and payment for all supplied goods and 
services to the organisation in a timely and accurate manner gaining authorisation 
from appropriate members of the core team. 
 

5. Maintain careful, timely and accurate control of all cash (including staff/volunteer 
expenses) seeking authorisation in accordance with instructions/standard financial 
procedures together with regular reconciling of accounting and banking records. 

 
6. Complete, maintain, store, report and share electronic and paper financial records that 

relate to service/project delivery in a timely and accurate manner as required. 
 

7. Work with the Chief Executive to ensure that new developments and/or occasional 
tasks relating to corporate services are designed and introduced effectively as 
appropriate. 
 
 



8. Mentor and supervise occasional administration staff and volunteers ensuring they 
become familiar with relevant organisational policies, procedures, information, their 
location and ways of working 
 

9. Support the induction process of new staff and volunteers through collection and use 
of financially related information 

 
10. Adhere to organisational policies including safeguarding, health & safety, data 

protection and equality and diversity and hence promote the well-being of all. 
 

11. Any other duties as identified and agreed with the Chief Executive 
 

 
Person specification: Company Financial Officer 
 
ESSENTIAL; 
 
Experience of: 

1. Maintaining financial records and producing monthly management accounts using 
Sage and Microsoft Excel including the start-up and close down of projects 

2. Control of all aspects of payroll from collection of information through to 
communications with HMRC and DWP 

3. Control of all aspects of the purchase and sales ledgers with associated bank 
transfers, invoicing and purchase orders 

4. Control of cash, expenses records and banking including reconciliation 
5. Successful completion of AAT level 3 or equivalent qualification as a minimum 

 
Skills: 

1. Ability to work with financial and other information/data with accuracy and in a timely 
manner 
 

2. Ability to use Sage, Sage payroll and Microsoft Excel to record, maintain and report 
financial information using standard accounting protocols.  
 

3. Ability to monitor bank statements and cashflow against budgets and 
investigate/report variances 

 
4. Ability to communicate easily at all levels including to professionals and individuals 

from vulnerable groups responding to inquiries as appropriate. 
 

5. Ability to investigate, develop collaboratively and implement new business processes 
to improve the quality of corporate services  

 
6. Ability to maintain orderly paper/electronic records, write reports, do maths and use 

ICT to a high standard including Microsoft Office and email  
 

7. Ability to work independently and collaborate as a member of a team. 
 

8. Ability to work flexibly, responsively and use own initiative to ensure that 
responsibilities are performed in a positive manner 
 

9. Ability to work in a manner that gives due attention to key organisational policies 
including data protection, safeguarding, equality of opportunities and health and safety 



 
Personal qualities: 

1. Positive attitude with strong ethics and probity 
 

2. Ability to reflect on own practice 
 

3. Willingness to undertake training 
 

4. Commitment to working in ways that promote and value individual choice according to 
organisational values 

 
5. Willingness to work within People Matters’ policies including data protection, 

safeguarding, equality of opportunities and health and safety.  
 
DESIRABLE: 
 

1. Previous experience of working within a not for profit organisation and the reporting of 
financial information according to SoRP/ the requirements of the Charities 
Commission  

2. Previous experience of working within an organisation providing services for people 
with learning or other disabilities or other vulnerable groups 

3. A qualification in Business Administration or related area at level 3 or above 
4. A qualification in Control of Financial Information at level 4 or above 

 
 


