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Job Description: Finance Officer

Job Title:		Finance Officer
Department:		Finance & Business Operations
Reporting to:		Finance Manager
Location: 		Lilleshall for minimum of 3 days/week + 2 days working from home
	
Our values
We have developed a set of values to guide how we operate. As one archery community:
· We value people for who they are and what they do
· We choose to work and learn together
· We strive for excellence
· We always act with integrity

Job purpose 
The Finance Officer is a member of Archery GB’s Finance and Business Operations Team accountable for providing financial and operational support to the organisation. They will contribute to the smooth running of day to day functions within the department, ensuring the complete and accurate processing of all data in accordance with internal procedures.

Key objectives

· To complete all financial reports and reporting requirements to a high standard, supporting the team to ensure all statutory, partnership and internal requirements are met.
· To effectively manage purchase and sales orders, providing support to budget holders as necessary 
· To ensure the timely and accurate processing of all membership income
· To manage the Finance mailbox and ensure all requests and queries are dealt with effectively and efficiently.

Key activities
Purchase Orders
· Process all purchase invoices and expenses using Netsuite and Netsuite PO system
· Raise purchase orders upon request
· Address any queries with budget holders, ensuring smooth resolution.
· Completion of supplier statement reconciliations

Sales Ledger
· Raise sales invoices for departments as required
· Liaise with budget holders on weekly debtors report.
Membership Income
· Posting daily income from BACS, cheques, Stripe and allocating to CRM system
General
· Addressing finance email queries, promptly and efficiently
· Production of ad hoc finance reports
· Answering Zendesk enquiries relating to account access and finance
· Any additional administrative support to aid the smooth running of the Finance & Business Operations team
Key relationships/interfaces
The Finance Officer will work within the central support team, providing support across the organisation
The key relationships will include:
· Finance & Business Operations team
· Department leads
Key measures
· Achievement of finance timetable delivery dates
· Customer satisfaction measures
· Compliance with internal requirements, finance regulations and supplier policies and procedures

Flexibility clause
This is a full-time role - office based for a minimum of 3 days a week – with option to work from home for two days, once training in role is completed.
The job holder is required to be flexible in their duties and may be required to undertake other duties and responsibilities as specified by Archery GB.

Variation Clause
This is a description of the job as it currently applies. This will be reviewed, in conjunction with the post holder, and updated or varied as appropriate. It is the practice of Archery GB to periodically review job descriptions, to update them and to ensure that they remain relevant to how the job is to be performed. 
Last reviewed: 	December 2024


Person specification

	

	Essential
	Desirable

	Qualifications & Training



	· Good levels of basic numeracy and literacy (GCSE or equivalent)
· Full driving licence (for travel to Lilleshall – no public transport)


	· Studying for AAT or equivalent qualification

	Knowledge



	· Understanding of basic accountancy
· PC skills – Excel, Word, PowerPoint
· Finance systems

	· Knowledge of Netsuite
· Knowledge of CRM systems


	Experience




	· Experience of working in a finance team
· Experience of using finance systems to input and access data

	· Experience of working in a membership organisation



	Skills & Abilities


	· Ability to work independently as well as part of a team
· Good communication (verbal & written) & organisational skills 
· Strong attention to detail
· Confident problem solver – seeking to understand issues and identify solutions
· Positive attitude to work - displaying good customer service skills to internal departments
	· Desire to develop and learn Finance skills and knowledge
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