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Job Title:                                                                                    Date:  

Key Accountabilities, Responsibilities &Tasks 

Departmental:  The role of the Finance Assistant is to support the Financial Planning and Analysis 

Manager (FP&AM) in their role. 

 This will include ensuring timely and accurate inputs to Oracle NetSuite, Payroll and 

Pensions administration processes. 

 They will produce the first cut of the monthly management accounts ensuring 

accurate postings, correcting with journals when necessary and being able to explain 

material variances to the FP&AM. 

 This post will work through the balance sheet reconciliations on a monthly basis to 

demonstrate that postings are accurate and classified correctly. 

 This role will support the team in producing regular and ad hoc analysis as requested 

to aid timely and accurate decision making. 

 This post holder will operate under the business partnering model to maximise matrix 

working within the organisation and to integrate finance into the service and show 

the value of the finance team in decision making and other operational decisions. 

 They will embrace the changes and integration of the new ERP system and all other 

related sub-systems to achieve maximum efficiencies.  They will work closely and 

positively with the FP&AM to achieve this. 

 This role will support the FP&AM to maximising income collection of monies owing to 

the organisation.  They will be responsible for accurately recording and reporting on 

Income Generation.  This will include leading on timely Gift Aid claims. 

 The postholder will also support the FP&AM in reviewing costs at all levels and 

where possible making suggestions for efficiencies and cost savings. 

 They will support the greater Finance team with the implementation of changes as a 

result of the new systems and seek out opportunities for improvements in practices 

and processes. 

 

Ensure High 
Quality, fit for 
purpose 
outputs from 
the Finance 
Department  
 

 Ensure timely and accurate inputs into Oracle NetSuite, Payroll and Pensions 
administration processes.  This will ensure that the Management information packs, 
Payroll runs and pensions administration is accurate and free from errors. 

 As requested, work with the FP&AM to ensure that the Annual statutory accounts are 
produced in good time for review by the Dir of F&IT and that all variances to the 
budget and previous year are understood.  Work closely with the FP&AM as 
requested during the process to ensure that all deadlines are met prior to approval of 
the accounts at the AGM. 

Job Title:  Finance Assistant 

Department: Finance 

Location: Rowans Hospice Charity (RHC) 

Reporting to: Financial Planning & Analysis Manager 

Job Purpose: 
 
 

To support the Financial Planning & Analysis Manager to ensure that the Charity’s financial 
and accounting procedures are fit for purpose, in line with all relevant legalities, regulations 
and compliant with the Charity Commission’s guide, so as to ensure that all income and 
expenditure is appropriately accounted for across the RHC.   

Direct Reports: None 
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  Be responsible for the ‘first cut’ of the management accounts (Hospice. Retail, 
Trading) within five working days of month end.  This role will be required to 
understand the cause of material variances, write a draft commentary and to correct 
mis postings. 

 Be responsible for working with the other Finance Assistants and FP&AM to produce 
the final management accounts for all entities by an agreed working day of each 
month. 

 To assist in the budget and forecasting process as required. 

 To ensure that the monthly payroll is prepared on a timely and accurate basis.  To 
ensure that the payroll system (Deputy/Infinet) is updated with any people changes 
as advised by People Services. 

 To understand the payroll and to be able to answer queries from Hospice staff who 
might have questions. 

 To ensure that HMRC returns are timely and accurate. 

 To act as the first point of contact for NHS and non-NHS pension administration. 

 This role will support the FP&AM and the team in producing regular and adhoc, 
accurate and timely management information needed to aid timely and intelligent 
decision making.  This will include collation of information for Grant applications and 
Income Generation reporting. 

 This role will ensure the accurate and timely processing and recording of all income. 

 To ensure that all balance sheet reconciliations, including bank reconciliations are 
completed each month in a timely manner.  To ensure that all outstanding items are 
understood and a clear plan is in place to clear outstanding items.  Balance sheet 
reconciliations should then be presented to the FP&AM or Dir F&IT for review. 

 To ensure that the cash flow reporting is maintained on a regular basis, is updated 
accurately and changes to outcomes are explained and understood. 
 

Provide 
Analysis & 
Insight 

 Using known techniques and factual data, assist the FP&AM in providing analysis 
and insight into past results and in turn future expected outcomes for the 
organisation. 

 To assist the FP&AM in benchmarking data from other similar or non-sector 
organisations. 

 To work with the FP&AM to create and ensure the maintenance of a ‘costing’ 
reporting facility within the ERP to monitor, understand and exploit variance in 
activity costs. 

 To develop reporting for the FP&AM and wider stakeholders as requested that are fit 
for purpose and understood by different audiences. 
 

Business 
Partnering 

 Be an interface or ‘translator’ between Finance and all other stakeholders. 

 Be aware of the needs of the operation and under the guidance of the FP&AM 
provide relevant support to the organisation. 

 Be able to offer opinions within the team and remit of role and demonstrate sound 
communication skills; written, verbal, presentations (if required). 

 Be able to problem solve and at times be creative with solutions.   

 To be able to interpret data, order and assess its value and then present findings to 
relevant stakeholders in a clear and concise way.  To be able to translate numbers 
in to a business story. 

 To communicate the need and advantages of changing processes and systems to 
wider stakeholders.  To be an advocate of change and to break down barriers to 
acceptance of change. 

 To respond to requests for information in a timely basis. 
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 Ensure there are effective lines of communication with other teams to ensure that 
the Finance team is working effectively as a support service to the operation. 

 Must be able to work as a team as will be working with colleagues to ensure that all 
tasks are completed each month on a timely basis. 
 

System 
Development & 
Change 
Champion 

 To assist when requested in the for the continued development and utilisation of the 
Oracle NetSuite ERP system.  This will include the further development of the 
Management Information Pack (Management Accounts) 

 Demonstrate knowledge of the Chart of Accounts (COA) and be responsible for 
suggesting appropriate additions to the COA as and when needed. 

 To be involved in the transition to the new rostering and timesheet system (Deputy) 
and the new payroll provider with the new payroll system as requested 

 To be responsible for ensuring that all pension activity (NHS and non-NHS) and 
ensure that all returns are timely and accurate.  To make recommendations to 
improve the speed and accuracy of the pension’s administration process. 

 To be a positive member of the team and promote this positivity to wider 
stakeholders throughout the processes of system development to encourage 
engagement and involvement at all stages (where relevant) 

 To be a positive advocate of change in the Finance team and also the wider 
organisation.  To be able to amplify the positives and to listen and respond to any 
concerns with reassurance and mitigation. 
 

Health & Safety  To complete mandatory and statutory training e.g. Manual Handling, Health & Safety, 

Infection Control, Fire safety training 

 To take reasonable care for your own health and safety and that of others who may be 

affected by your acts or omissions. You should ensure that statutory regulations, policies, 

codes of practice and safety and good house-keeping rules are adhered to.  

 All employees and volunteers have a general responsibility for safeguarding children and 

vulnerable adults in the course of their daily duties and for ensuring that they are aware of 

the specific duties relating to their role. All employees and volunteers have a responsibility 

to report any circumstances where they feel vulnerable adults or children are being 

subjected to mistreatment to a senior manager.  

 

Decision 

Making 
 Will be responsible for knowing when to make decisions and when to ask for 

help/advice 

 Will be responsible for advising Finance management (Dir of F&IT and FP&AM) of 

any errors or omissions made by the team. 

Mental and 

Physical 

Consideration, 

Working 

Conditions & 

Environment 

 High level of concentration required  

 There will be peak times of workload, balanced by times of lesser pressure 

 To manage own workload 

 Office based with some limited off-site travel 

Internal & 

External 

Contacts  

 Internal: - Director of Finance and IT, Financial Analysis and Planning Manager, Hospice 

Executive Group, Line Managers, Trustees, Finance team, all employees and volunteers 

of the Hospice, 
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 External: - suppliers and contractors e.g. auditors, CCGs and grant making finance 

personnel, other professionals. 

Qualifications, 

Skills, 

Experience & 

Knowledge 

Qualifications and/or Experience 

Essential: 

 Post holder must be AAT or Part qualified or have sufficient experience to be 

considered qualified by experience (QBE) 

 Charity finance is a particular speciality, with a large number of specialist issues and 

rules and regulations; the post holder will need to demonstrate experience in this 

area. These include charity VAT, grant contract administration, Gift aid, management 

of restricted funds, etc. 

 Will need experience in many accounting skills (AP, AR, Bank recs, BS recs, payroll, 

management accounts production, HMRC, pension administration) so post holder 

can instruct other team members undertaking these tasks, brief members and 

managers of other teams where these affect them and provide ad hoc advice and 

guidance to help other teams achieve their goals.   

 Excellent knowledge of Excel and Word 

 Excellent communication and interpersonal skills 

 Ability to meet tight deadlines 

 Practical knowledge of relevant GDPR legislation 

 Ability to prioritise work load and be flexible to changing demands 

 Ability to work in a team and work flexibly if required to meet service needs. 

Desirable:  

 Experience with Oracle NetSuite (or other ERP systems) 

 Experience with Deputy (or other electronic timesheet systems) 

 Experience with Infinet (or other automated payroll systems) 

 Experience with gift aid administration and claims. 

 

 

General Data Protection Regulations  

Under the provision of the General Data Protection Regulation 2018 (GDPR), it is the responsibility of every 

employee and volunteer to ensure that all data, whether electronic or manual, is kept secure at all times.  This 

includes data relating to patients, members of staff and volunteers.  Data must not be disclosed to any 

unauthorised person and must be regarded as strictly confidential at all times.  Failure to adhere to this instruction 

will be regarded as serious misconduct and could lead to dismissal.  Further information can be obtained from 

the Confidentiality and Information Governance including Caldicott and GDPR compliance procedure.  
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Rehabilitation of Offenders Act 1974 

This post is subject to an exception order under the provisions of the Rehabilitation of Offenders Act 1974.  This 

stipulates that all previous convictions, including those that are ‘spent’ must be declared.  Previous convictions 

will not necessarily preclude an individual from employment within the Rowans Hospice but must be declared in 

writing at the appropriate stage during the recruitment process. 

Signatures 

This Role Summary is not intended to be restrictive and should be taken as the current representation of the 

nature of the duties involved in your job alongside your KPIs. The Role Summary remains flexible to cope with 

the changing needs of the job and is subject to review in line with the services of Rowans Hospice Charity.   

 

Signed:  …………………………………………………………….Date: ……………………………………………….. 

Employee Name:  

 

Signed: ….………………………………………………………….Date: ……………………………………………….. 

For and on behalf of the Charity 


