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Mind in CroydonPRIVATE 

JOB DESCRIPTION AND PERSON SPECIFICATION 
Finance, Facilities and Buildings Administrator   
Mind in Croydon is a voluntary organisation which is concerned with the welfare of people with mental health problems, their families and carers resident in the London Borough of Croydon. 

Title of Post

Finance, Facilities and Buildings Administrator   
Hours per week
Up to 36 hours per week (part time or flexible options available)
Responsibility
Responsible to the Head of Finance and Resources
Staff


Responsible for no staff
Grade/salary: 
In the range £23,137 to £24,757 wte for full time (36 hours). 
JOB DESCRIPTION

Purpose of Post   

	To assist the Head of Finance and Resources in ensuring the smooth and efficient running of the day to day finances of the organisation. To assist with the consistent operation of effective financial and budgetary controls and reporting.To administer the timely purchasing of resources used across the organisation and its services, ensuring best value. To assist with the effective management of all MiC property issues including building maintenance and repairs and tenancy management.


PRIMARY TASKS
Finance
1. Enter invoices onto accounting system Sage Line 50
2. Enter payments onto NatWest’s Bankline automated banking system

3. Post payments and receipts into the accounting system

4. Assist with the preparation of the monthly salaries letter to the organisation’s payroll bureau

5. Assist with the gathering and posting of data in line with the preparation of reports to the organisation’s stakeholders including monthly management accounts, forecasting, quarterly reports for the Senior Management Team and the Board and annual accounts
6. Assist with the production of budgets to enable managers to manage their income and expenditure

7. Assist with the production of external reports to organisations such as HMRC, Pensions Regulator etc

8. Undertake research into products and services required by the organisation to come up with best fit and price

9. Undertake credit control checks to ensure timely payments to the organisation from its revenue making activities (eg MHFA training courses, Mindmatch, room hire) and grant givers

10. Assist in the preparation of calculations for service and other managers in relation to funding bids, redundancy, planned expansion or move into new areas etc

11. Chase up bad debts

12. Keep instruction sheets for finance processes throughout the organisation up to date

13. Provide first instance financial support and information to answer queries from managers and staff and external stakeholders

14. Keep all financial and business contract records up to date and accessible when needed eg. insurance documents

Facilities, Buildings and Purchasing
15. Assist in writing specifications for contractors in relation to maintenance and repair work to the organisation’s buildings, in line with the buildings management and maintenance plans

16. Carry through the bidding processes for buildings management and maintenance work, assessing quotes and making recommendations to the Head of Finance and Resources 
17. Liaise with lettings and managing agents, and MiC tenants, in relation to residential and commercial premises, ensuring that tenancies are well managed and maintained, and that any problems are quickly and effectively resolved
18. Input data on incoming rents and revenue from the organisation’s three (at the present time) retail outlets and three (at the present time) residential apartments to our financial management systems
19. Investigate and resolve any problems arising from services to buildings (eg waste collection) which are not carried out effectively and ensure these are managed to provide uninterrupted services to the organisation’s buildings 
20. Assess costs and source suppliers to to ensure reliable and resilient IT, telecoms and office/business support to the organisation and its staff, and manage these contracts on an ongoing basis 
21. Assess costs and source suppliers for any other items required by the organisation such as furniture, cleaning services, etc
22. Assist with maintenance of the asset register 

OTHER 

Under the provision of the Data Protection Act, it is the responsibility of each member of the team to ensure that all data, whether computerised or manual, is kept secure at all times. This includes data relating to members, other employees and volunteers. Data must not be disclosed to any unauthorised person and must be regarded as strictly confidential at all times 

The post holder may be in possession of personal details of members and other confidential information. This must not be discussed or divulged to any unauthorised person 
Assist with processing any insurance claims which might arise
GENERAL

i.
To work as a member of a team, communicating with others in writing and face to face, taking part in staff meetings and team meetings.

ii.
To maintain quality standards in accordance with Mind in Croydon’s policies and procedures.

iii. To accept line management and supervision from the post holder’s designated line manager and to engage constructively in this process.

iv. To accept the need to learn from experience, to actively take part in reflective practice, to change where necessary, develop new skills and keep up to date with current practice and undertake training as directed by the post holder’s designated line manager.

v. In addition to the tasks and duties outlined in this job description, to undertake any other tasks identified and which are generally compatible with the functions of the post.

vi. Staff will be responsible for respecting and maintaining personal and professional boundaries concerning relationships with service users, volunteers and other staff. Also to act in a professional and responsible manner which does not have a negative impact on the service or the organisation as a whole and which is in accordance with the policies and procedures of Mind in Croydon Ltd. It is the responsibility of all staff to inform a member of the senior management team immediately if service users, volunteers or staff do not comply with the above.

MIND IN CROYDON POLICIES
a. EXTERNAL RELATIONS

The post holder may only submit written material or speak to the press in accordance with the Mind in Croydon guidelines for contact with the media.

b. USER PARTICIPATION

Mind in Croydon is committed to encouraging full participation of service users in the planning and running of all aspects of its work.  All staff are expected to assist and encourage users to take full responsibility in the day-to-day activities of the project.

c. EQUAL OPPORTUNITIES

Mind in Croydon is committed to an Equal Opportunities Policy and is opposed to discrimination on grounds of any of the protected characteristics as outlined in the Equalities Act 2010: age, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.  All employees are required to work within this policy.

d. CONFIDENTIALITY

All employees of Mind in Croydon are expected to respect the rights of clients to privacy and confidentiality as far as possible within the constraints of legal requirements and the safety of other people. 

This Job Description is not meant to be exhaustive. It describes the main duties and responsibilities of the post. It may be subject to change in the light of developing organisational and members’ needs and wherever possible change will follow consultation with the post holder. 
Person specifications for both halves of this role appear below. If you are applying to do the whole role, you will need to answer both person specifications in your application form
PERSON SPECIFICATION - FINANCE
	Knowledge and Experience
	Essential
	Desirable

	1.Minimum of 18 months experience of working in a similar finance position with a proven track record
2.Experience of Sage Line 50 Accounts
3.Experience of gathering and posting data

4.Payroll knowledge  

5.Experience of budget preparation

6.Experience in credit control and chasing up bad debtors

7.Understanding of charities/third sector organisations
	E

E

E

E

E
	D

D

	Skills and capabilities 
	
	

	1.Ability to read and understand financial information and prepare calculations
2.Ability to complete forms for submission to external regulators

3.Ability to research products and submit reports to enable best  purchasing decisions

4.Good literacy, and excellent IT and verbal communication skills

5.Excellent administration and record keeping skills
	E
E

E

E

E
	

	Personal Attributes and Approach
	
	

	1.Organised, methodical, and tenacious in seeing the job through
2.Highly motivated to meet deadlines whilst paying attention to detail
3.Approachable and knowledgeable in order to help others in the organisation
4.Flexibility in terms of hours worked to ensure service during busy times such as annual audit
	E
E

E

E
	


PERSON SPECIFICATION – FACILITIES BUILDINGS AND PURCHASING
	Knowledge and Experience
	Essential
	Desirable

	1. Experience of writing specifications for contractors
2. Experience of analysing and assessing quotes for building works, maintenance contracts, IT and telecoms, furniture, cleaning services, office/business products etc and presenting concise written recommendations for purchase/rental of goods and services 
3. Experience of managing contractors to achieve timely results within budget

4. Experience of liaising with stakeholders such as lettings agents and tenants to problem solve property issues

5. Knowledge of building/maintenance/small engineering issues

6. Understanding of health and safety issues in relation to property

7. Understanding of charities/third sector organisations
	E
E

E

E

E
	D

D

	Skills and Capabilities
	
	

	1. Good literacy, and excellent IT and verbal communication skills

2. Excellent administration and record keeping skills

3. Ability to travel around borough to all Mind in Croydon properties and sufficiently healthy and able to carry out the duties in the job description. Activities can be in buildings with multiple floors and no lift. We are always happy to make adaptations where reasonable. 

	E
E

E


	

	Personal Attributes and Approach
	
	

	1. Organised, methodical, and tenacious in seeing the job through

2. Highly motivated to meet deadlines whilst paying attention to detail

3. Approachable and knowledgeable in order to help others in the organisation

4. Flexibility in terms of hours worked to ensure service during busy times eg major building/repair works  
	E
E

E

E
	


April 2021 
PAGE  
1

