
 

Job Description 
 

 
Job title:  Finance and Office Administrator 

Location:  Coram’s Fields, 93 Guilford Street, London, WC1N 1DN 

Salary/benefits: £24,000 per annum, defined contribution pension scheme, tax free childcare 

scheme 

Annual Leave: 26 days per annum (plus bank holidays) 

Reporting to:  Chief Executive Officer 

Hours 35hrs per week - some home working may be possible subject to negotiation 

Contract: Permanent 

 
Role Summary 
 
The Administrator will provide support to the Finance Officer in delivering on a variety of finance 
support functions whilst also providing support to the CEO across a broad range of areas, from 
marketing and communications to Board administration. The role will be split evenly across the two 
functions with some flexibility built in to accommodate the seasonal needs of both departments. 
 
 
Finance Administration  
 

1. Work closely with the Finance Officer and Accountant to ensure the smooth operation of all 
finance matters 
 

2. To process sales and purchase invoices, bank receipts and payments using Sage 
Accounts, coding income and expenditure to the relevant departments/nominal ledger 

 
3. Maintain up to date records on computer book-keeping package (Sage) and to maintain 

relevant electronic files 
 

4. Reconcile transactions from bank statements on a weekly basis and ensure that all 
accounts balance; to investigate any long-standing unreconciled transactions if not 
 

5. Process sessional payroll using Sage Payroll, ensuring timesheets are accurate, received 
in a timely fashion and authorised as required   

 
6. Work with service managers to ensure effective fee recovery through the production of fee 

monitoring spreadsheets and weekly fee reports 
 

7. Update online electricity and gas accounts with accurate meter reads in a timely fashion, 
check invoices for accuracy and process on Sage 
 

8. Assist with the monitoring of restricted income/expenditure 
 

9. Deputise for the Finance Officer as cover in the event of illness or annual leave 
  

10. Carry out other general book-keeping duties commensurate with the role 



Office Administration 
 

 
1. In conjunction with the Fundraising Manager/CEO, support the development and implement 

the charity’s marketing and communications plans – through management of our social 
media channels and production of weekly newsletters. 
 

2. Work with managers to maintain and improve our online presence, by keeping all areas of 
our website up to date and through the production of creative content and news stories to 
demonstrate the impact of our work     
 

3. To be responsible for maintaining and growing Coram’s Fields mailing list 
 

4. To provide support in the planning and delivery of a range of events, including taking the 
lead on events such as our annual AGM 

 
5. To support the recruitment and coordination of volunteers, ensuring effective policies and 

recruitment systems are in place and providing the main point of contact for park-based 
volunteers. 

 
6. To take minutes of meetings, including Board meetings, team meetings and occasionally 

external meetings 
 

7. To carry out a variety of desk research for a range of purposes (e.g. comparators for new 
job roles) 
 

8. To manage the CEO’s diary, scheduling meetings both internally and externally and 
managing incoming requests for meetings 

 
 
Personal Development and Training 

1. To attend regular supervision and appraisal sessions 
 

2. To undertake training and development as agreed with the line manager



 

Person Specification 
 

 

 Essential Desirable Evidence 

 

Qualifications 

 
Minimum A-C in English and 
Maths 
 
 

 
Bookkeeping Qualification 
 
Educated to Level 3 or above 
(e.g. A-Level, level 3 NVQ) 
 
Evidence of ongoing 
professional development 
 
 

 

Application 
form 

 

Experience 

 

Experience and a strong 

understanding of all Microsoft 

software packages including 

Excel, Word and Outlook 

Experience of maintaining 

accurate electronic and paper 

files 

Experience of managing a 

diverse range of relationships, 

both within an organisation and 

externally 

Experience of using websites 

and social media channels 

within a work environment 

 

Experience of working in a 

finance related role 

Experience of Sage 50 
Accounts and Sage Payroll 
 
Cash handling experience 

Experience of minute/note 

taking 

Experience of developing 

marketing materials for a range 

of purposes 

Experience/involvement in 

policy development  

 

Application 

form and 

interview 

 

Skills 

 

Highly numerate with strong 

record keeping skills 

Excellent attention to detail 

Ability to communicate 

effectively both verbally and in 

writing 

Ability to anticipate problems, 

identify and implement solutions 

Excellent organisational and 

time management skills and an 

ability to work to tight deadlines 

 

 

 

Application 

form and 

interview 



 

Ability to produce engaging 

written content 

 

Knowledge and 

Attributes 

 

Understanding of the need and 

the ability to manage 

confidential data and information 

Highly motivated and a self-
starter  
 
Ability to work as part of a team 
or independently without 
supervision 
 
Confident in taking on new 
challenges and responsibilities 
 
Good knowledge of a range of 
social media channels and the 
effective use of them. 
 

 

Experience of working in a 

charity or voluntary sector 

organisation 

 

 

Application 

form and 

interview 

 


