REFUGEE THERAPY CENTRE
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Job Description

Job Title:		Bookkeeper
Accountable to:	Operational Manager
Working Hours: 	To be arranged
Salary scale: 		£10 an hour
    

Working Hours: Friday 9am – 6 pm with one hour for lunch and either Thursday or Saturday (to be negotiated at appointment) 10am – 12pm. Generally days and hours are fixed, however we may require a degree of flexibility from the candidate and therefore out of hours work maybe also be required from time to time.



Introducing the Work of the Refugee Therapy Centre
The Refugee Therapy Centre is a small and friendly charity providing psychotherapy and counselling to refugees and asylum seekers in their own languages. Our focus is on helping individuals and families who have suffered to come to terms and move on from their experiences and to enable them to regain control and enjoyment of their lives. Working in 21 languages, we aim to respond sensitively and respectfully to the cultural and linguistic needs of refugees and asylum seekers. 

Brief Description: To take responsibility for maintaining the organisation’s financial transactions on our Quickbooks system, supporting the Operational Manager in the production of financial reports and administering the payroll.

Responsibilities:

1 Financial Administration

1.1 To arrange payment of invoices in accordance with RTC Financial Procedures and ensuring appropriate filing and record keeping of such payments.
1.2 To arrange bank deposits of cheques in accordance with RTC Financial Procedures and ensuring appropriate filing and record keeping of such deposits.
1.3 To administer the petty cash system in accordance with the RTC Financial Procedures and ensuring appropriate filing and record keeping of petty cash.
1.4 To maintain records of all standing orders, direct debits and BACS deposits related to the RTC accounts.
1.5 To enter all payments and receipts into the computerised account records on a regular basis. 
1.6 Calculate staff salaries and track due pay rises etc.
1.7 To assist the team Operations Manager in communications with the bank, estate management (i.e. landlord), insurance provider, inland revenue and pension scheme provider.
1.8 To issue invoices relating to the provision of goods and services by RTC to third parties, issue follow up reminders as required and alert the team Head to accounts which are significantly overdue.
1.9 In consultation with the Operations Manager, to assist in the compilation of all required financial records and reports (computerised and manual) for presentation in the annual audit of the accounts.
1.10 To work closely with the Operational Manager to help ensure adherence to budgets, promote good financial practice and to follow the provisions of the WRC Financial Procedures.

2.	Project Budgets and Monitoring

2.1	To prepare project budgets for returns to funders in liaison with the Operational Manager.
2.2	To support the development of project budgets for funding applications.

3.  	Other Duties

3.1 	To participate when required in RTC team meetings and related activities involving staff, Trustees and Volunteers.
3.2	To attend meetings of the RTC Trustees and/or its sub groups as required.  
3.3	To observe all organisational policies of WRC including the statement of Mission and Aims, Equal Opportunities, Health and Safety, Code of Conduct and Confidentiality.
3.4	To participate in training activities and other learning opportunities to improve skills and knowledge in the performance of duties.
3.5	To receive regular line management supervision and assessment of work performance against agreed goals and indicators.
3.6	To engage in additional duties as agreed from time to time between the post holder and line manager.

Person Specification

1. At least two years’ experience in a financial role within an organisation.
2. Excellent organisational skills and familiarity with office procedures and financial management.
3. Ability to work in a busy environment and under pressure. 
4. Excellent attention to detail in terms of financial control and external communication. 
5. Strong IT skills, including the use of financial computer packages, especially Microsoft Excel, quick books and other relevant audit software support packages. 
6. Excellent communication skills both verbal and written.
7. Ability to deal with a wide range of duties, to manage work priorities and meet strict deadlines.
8. Understanding and adherence to the policy of confidentiality.
9. Commitment to and understanding of the Equal Opportunities Policy and health and safety and the implementation of these in carrying out your duties. 
10. Project management training and knowledge is desirable.





