
 

 

We are looking for an experienced part-time Finance Officer with exceptional communication skills with 

great attention to detail and a ‘can do’ attitude to join our small but incredibly impactful charity based in 

Northallerton.   This is an opportunity to support the work done by Hambleton Community Action and 

other small, local charities and socially activist groups.  Reporting to the Chief Officer this is a hands-on role 

managing and reporting on the finances of the charity and providing Community Accounting for small local 

charities and parish councils. 

 

This job is offered initially on a three-month contract, with the potential to extend. 

Salary: £25000 pro-rata (10 hours per week – actual £6757 per annum) 

 

Responsibilities  

Utilising and working with our QuickBooks system and Office 365, you will undertake the following 

responsibilities in maintaining the charity’s finances:- 

  

• Ensuring all income and expenditure transactions are accurately recorded on a timely basis; 

• Managing all accounts payable and receivable including Gift Aid reporting and reclaims from HMRC; 

• Managing payroll and pensions;  

• Filing historical records and retrieving as necessary for the management team;  

• Account reconciliations; 

• Dealing with supplier and staff queries and producing ad hoc reports as required; 

• Working with the Chief Officer and Treasurer to create and manage the charity’s budget including 

the development of a regular reporting framework focused on actuals vs plan and restricted vs 

unrestricted splits; 

• Ensuring the Board of Trustees is kept up to date on the charity’s financial position; 

• Working with the Treasurer and external accountants to produce the charity’s annual accounts, 

including preparing accruals and prepayments; 

• Conducting independent examinations and/or producing accounts for small local charities and 

grass roots groups (<£250k turnover) 

• Any other task as requested by the Chief Officer or Treasurer which is appropriate to the role.  

 

Key Skills 

• Minimum of two years’ experience in a financial management and/or accountancy role 

• Experience working with Quickbooks Online; 

• Knowledge of accounting requirements for charities including accounting for restricted and 

unrestricted grants and adherence to SORP regulations; 

• Good working knowledge of Microsoft Office products; 

• Ability to show tact and discretion when dealing with sensitive and confidential information and to 

apply data protection principles in working practice; 

• Excellent teamwork skills; 

• An eye for detail and positive approach.  

 

Qualifications & Experience 

• AAT or equivalent financial qualification or able to demonstrate equivalent knowledge and 

experience.  

 

 


