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Discovery Student Volunteering Swansea
Finance officer
Discovery Student Volunteering Swansea

Discovery is a student-run, autonomous, charity based at Swansea University.  Each year, more than 400 student volunteers deliver community-based projects to enrich the lives of the community around them, including a wide range of people facing challenges.  Some projects are directly co-ordinated by Discovery, while others are run in partnership with other charities.

We have a team of Student Volunteer Project Co-ordinators who have leadership roles in each of our project. Discovery is one of the oldest student voluntary organisations in the UK. We hold the Queen’s Award for Voluntary Service and  Investors in Volunteers accreditation
.

The role of the Finance Officer
The Finance officer will be responsible for maintaining the financial administration and ensuring the smooth running of financial procedures.  They will be responsible for monitoring and reporting on Discovery Finances. They will carry out fundraising activities as and when time allows.
All of Discovery’s work focuses on the implementation of good practice. It is a requirement for all posts in Discovery that there is a commitment to equality, anti oppressive practices and the ethos of student development through volunteering.
Discovery has a small staff team this means that all staff support project delivery and the general running of the charity.
Working Requirements

· The Finance Officer post is for 7 hrs per week, days and times to be agreed with the Director, this will usually be within 10am – 5.30pm Monday-Friday. 
· This post is highly suited to a University student although it must be stressed that this is not a zero hours contract the candidate will be contracted to work 7 hrs per week for the full year including holidays and exam periods. Unless annual leave is arranged. Commitment and reliability is essential. The same high standards as are expected of all Discovery staff will be expected. We are also interested in receiving applications from people who are not students.
Salary - £12.31 per hour
Working hours – 7 per week

Annual leave allowance – 26 days pro rata plus bank holidays. Usually taken outside of term time and must be agreed with the line manager.

This is a permanent role, with a 6 month probationary period, this role will be primarily  office based, on Singleton Campus.
Start Date September 2024

Finance Officer Role Description 
Financial Tasks

1. Be responsible for updating and managing account information for the charity. 
2. Oversee Quickbooks, ensuring that cost centre information is maintained for individual projects

3. Keep records of internal project costs and charge accordingly

4. Reconcile bank  accounts

5. Take a lead in preparing and presenting reports including management accounts
6. Ensure that all income and expenditure meets relevant deadlines, highlighting underspends or potential overspends
7. Monitor and record donations and grants against budget headings 
8. Maintain the charity’s Gift Aid scheme
9. Purchase resources as required, monitoring stock levels where appropriate
Fundraising Tasks

1. Research and fundraising opportunities for Discovery, including attending information and networking events around grant schemes and fundraising.

2. With the support of other staff, complete fundraising applications for Discovery.

3. Design and deliver fundraising events and activities along with volunteers
Admin Tasks

1. Deal with telephone calls and face-to-face and email enquires, distributing relevant  messages to the appropriate people

2. Deal with general enquiries, including the collection and distribution of post.

3. Photocopy relevant papers as required

4. Assist with the distribution of papers, reports, publicity and mail-shots as required

5. Attend Sub Committee meetings as required, especially the Finance and Fundraising sub group and the Fundraising sub group 
  All Staff Tasks
1. To be an active member of the staff team, responding to staff commitments and priorities in the office as required
2. Support volunteers to undertake tasks including volunteers with additional needs

3. Be part of the staff team, joining in and supporting colleagues as needed

4. To attend staff meetings and keep accurate records of time - keeping
5. Be responsible for your own and others health and Safety in the workplace
6. Undertake other tasks commensurate with the level of the post as directed 

Person Specification
Essential
· Excellent numeracy skills
· Excellent IT skills including proficiency in Excell
· Understanding of basic finance principles

· Excellent team work skills

· Able to show initiative

· Creative, problem solving approach to work

· Ideas and enthusiasm  for fundraising activities

· Excellent planning and organisational skills
· Exceptionally high level of attention to detail
· Good communication skills and able to work with a wide range of people
· Reliable and committed 
· Understanding of Discovery 

Desirable
· Experience of using Quick Books online or a similar package
· Understanding of the voluntary sector and how charity finances work

· Experience of working with people with additional needs
· Experience of fundraising
· Welsh Language 
