[image: ]

Sentencing Academy Finance and Operations Officer

Reports to: Chief Executive
Hours: 2 days a week (one day at least must be a Mon/Tues/Weds)
Location: Remote
Salary: £30,000 (pro rata)
Leave: 25 days plus bank holidays (pro rata)

Role Purpose
The Sentencing Academy is a small charity with a dedicated team of part-time staff. We are seeking an organised and proactive Finance and Operations Officer to coordinate and deliver the charity's day-to-day financial and operational administration. The role will focus primarily on financial administration, alongside HR, IT and general operational support. Working closely with the Chief Executive, the postholder will help maintain accurate records, efficient systems and appropriate compliance processes. The postholder will provide administrative and coordination support rather than specialist financial, HR or IT advice. 

This Job Description outlines the principal responsibilities of the role and may be reviewed as the needs of the organisation evolve.

Key Responsibilities

1. Financial Administration (Primary Responsibility)
· Manage day-to-day financial administration using Xero, including processing invoices, payments and expenses, ensuring accurate coding and record-keeping.
· Undertake bank reconciliations, process bank transactions and maintain accurate financial records.
· Maintain budget monitoring and cashflow spreadsheets, supporting the CEO with financial forecasting and management reports.
· Monitor expenditure against project budgets and funding agreements, ensuring compliance with financial conditions and reporting deadlines.
· Support preparation of annual budgets and financial information for funding applications.
· Liaise with external accountants and support year-end accounting processes.

2. HR and Trustee Administration
· Maintain accurate and confidential employee and consultant records, including contracts, leave, sickness absence, flexible leave requests and other HR documentation.
· Support staff recruitment and induction processes, including coordinating interviews, onboarding and the distribution of relevant policies.
· Maintain Trustee records and provide administrative support for Trustee recruitment, appointment and induction, including relevant checks and documentation.
· Coordinate payroll information and liaise with external providers as required.
· Maintain records of staff training and relevant HR requirements, highlighting actions to the CEO.
· Respond to routine HR administrative queries and support the implementation of HR policies and procedures.

3. IT and Information Management
· Maintain an up-to-date register of IT equipment, software, licences and subscriptions.
· Coordinate IT purchasing, allocation and arrangements for staff joining and leaving.
· Liaise with external IT providers to resolve routine IT issues.
· Coordinate administrative arrangements for Cyber Essentials certification and renewal, including gathering evidence and tracking compliance requirements.
· Supporting our website with general updates where required and run reporting.

4. General Administration
· Provide general administrative support to the CEO and wider team.
· Maintain organisational records on our electronic filing system, policies and review schedules, ensuring documentation is current, appropriately stored and archived in line with data protection requirements.
· Identify opportunities to improve administrative systems and processes.
· Undertake other reasonable administrative duties consistent with the role.

Person Specification

Essential
· Experience in financial administration or bookkeeping, with strong numerical skills and attention to detail including experience using Xero or similar accounting software.
· Experience working in a charity or small organisation in a similar role.
· Good working knowledge of Excel and other Microsoft 365 applications.
· Excellent organisational skills, with the ability to work independently, manage competing priorities and meet deadlines.
· Experience maintaining accurate and confidential records.
· Good written and verbal communication skills.
· A flexible, proactive and collaborative approach suited to working in a small organisation.
· Commitment to equality, diversity and inclusion, and to applying these principles in day-to-day work.

Desirable
· Experience of HR or Trustee administration.
· Understanding of charity financial reporting and restricted funding.
· Familiarity with IT administration, information security or Cyber Essentials.
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