
East Dorset and Purbeck Citizen Advice 

Job Title: Finance Administrator

Responsible to: Finance Officer

Location: Mill Lane, Wareham

Purpose of Job/Key Objectives

To maintain the financial records for the bureau in an accurate and timely manner. This will include 
processing payments, preparing salary information to the payroll service provider, paying in cash 
income and bank and petty cash reconciliations. 
The post holder will be responsible for supporting the bureau finance officer in maintaining the 
bureau financial records and systems in an accurate and timely manner so that they can be used as a
basis for the preparation of year-end accounts, the bureau’s budgets and providing the chief officer 
and trustees with regular financial updates during the financial year. 
The post holder will also provide support to the finance officer in preparing, managing and 
monitoring grant applications.

Principal Duties, Tasks and Responsibilities

● To enter into the financial records all bureau payments and to set up payment details on the 
bureau banking system or cheque prior to authorisation as set out in the financial 
procedures.

● To maintain an accurate and up to date list of all direct debit payments and ensure the 
payments are processed accurately and on time.

● Assist in the production of financial statements, preparation of spreadsheets, reports and 
correspondence as required.

● Maintain detailed records of all bureau income and to advise the finance officer of the 
receipt of income compared to the budget forecasts.

● Ensure that all income is correctly banked and that the recovery of gift aid donations from 
HMRC is undertaken where appropriate.

● Undertake regular bank and petty cash reconciliations and to identify and resolve any issues 
with the support of the Finance Officer.

● To prepare and ensure that the bureau payroll input is delivered to the bureau’s payroll 
service provider on time and in the correct format and to liaise with the Finance Officer and 
Chief Officer over any changes needed to individual pay entitlement or employee changes.

● To ensure that that the output from the payroll service is received on time and that the 
payment details are entered into the bureau’s financial records and banking system prior to 
authorisation.

● Assist in the resolution of finance related queries raised by staff or volunteers.
● Such other duties as are deemed necessary by the Finance Officer or Chief Officer 

commensurate with the grade of the post.



Person Specification

Essential Desirable

Experience of working within a finance 
Environment

Awareness of the provisions of the 
Data Protection Act and be able to 
apply these within the organisation

Understanding of accounting processes and procedures Formal accounting qualification
Good level of competence in Excel, Word and Outlook and 
computerised accounting software
Good keyboard skills
Good communication and listening skills
Good organisational skills used in planning own work 
schedule
Calm and professional disposition
Self-motivated and enthusiastic
Ability to work under pressure and meet targets and 
deadlines
Able to work effectively with minimal management 
guidance/supervision
Good problem-solving ability


