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Sunshine 
 Charity 
Watford & Surrounding Areas

Charity registration number 
- 1126230

www.sunshinecharity.com


Job Description
Book-Keeper/Administrator

Job Purpose

· To support the Chief Executive Officer for Sunshine Children’s Centre Charity (1126230), covering Watford and surrounding areas that is accountable through the Charity Board of Trustees. Please note that we are an independent charity and not connected with other organizations with a similar name or any parent organizations.
The successful candidate will undertake the following functions:

· Maintains records of financial transactions by establishing accounts; posting transactions.

Description of duties

· To establish a payment system to receive fees for classes and childcare.

· Develops system using QuickBooks Pro software and others to account for financial transactions by establishing a chart of accounts; defining bookkeeping policies and procedures.

· Maintains subsidiary accounts by verifying, allocating, and posting transactions.

· Balances subsidiary accounts by reconciling entries.

· Maintains general ledger by transferring subsidiary account summaries.

· Balances general ledger by preparing a trial balance; reconciling entries.

· Maintains historical records by filing documents.

· Prepares financial reports by collecting, analyzing, and summarizing account information and trends.

· Complies with legal requirements by studying requirements; enforcing adherence to requirements; filing reports to our accountants; advising management on needed actions.

· Contributes to team effort by accomplishing related results as needed.

· Manage room bookings for the Market Street site via website & phone enquiries.
· Liaise and communicate with service users and service providers where directed by the Chief Executive Officer to ensure payments are received and paid in a timely manner.
· Working alongside the Chief Executive Officer, to ensure Reports on Grant spending can be produced monthly.

· Maintain a purchase order book to check pricing of invoiced goods.
· Type minutes of meetings, word process and once approved distribute by post and email.

· Use a range of software to write, produce and enter information and data.

· Respond to emails and open Sunshine Children’s Centre Charity post.

· Record payments for Day Trips (using the charity mini-bus)
· Act as an initial point of contact for invoice and payment queries. 

· To sign and abide by the Confidentiality Agreement, respecting client and families’ privacy.

· To adopt and fully promote the visions for Sunshine Children’s Centre Charity.
Equality & Diversity
· Understand and value the diversity of the communities served by Sunshine Children’s Centre Charity.

· Ensure that the Centre provides equality of access to opportunities to learn and develop for all children and families.
CRIMINAL RECORDS BUREAU

· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of Sunshine Children’s Centre Charity pre-employment checks. Please note that additional information referring to the Criminal Records Bureau is in the guidance notes to the application form.  If you are invited to an interview you will receive more information.

ADDITIONAL INFORMATION

· The post is PART TIME, hours of work will be 9am-12pm or 12-3pm Monday to Friday is subject to Sunshine Children’s Centre Charity policies and procedures i.e. Sickness & Absence, etc.

· Additional hours may be required on occasion in negotiation with the Chief Executive Officer.

ORGANISATION CHART

· The Chief Executive Officer has direct line management responsibility.
· Please refer to the developing Organisational Chart

· Sunshine Children’s Centre Charity has a clear vision that has been developed through Trustees & partners.

SUPERVISION

· Accountable to the Chief Executive Officer.

WORKING ENVIORNMENT

Working with very young children in a variety of settings may require extra Health & Safety considerations including additional cleaning and tidying, especially around your own workspace. 
Responsibility for keeping the office workspace is everyone’s responsibility although we have a cleaner caretaker in post for routine tasks.
Person Specification

Essential

· Book-keeping to level 4 or above

· Developing Standards, Analyzing Information , Dealing with Complexity, Reporting Research Results, Data Entry Skills, Accounting, SFAS Rules, Attention to Detail, Confidentiality, Thoroughness

· Experience of working in a school, college or daycare environment (especially admissions) and an awareness of child protection issues.

· A willingness to attend training as required.

· Committed to equal opportunities’ principles and practice.

· The ability to hold professional boundaries – retaining sensitivity to the needs of others.

· Ability to work on your initiative and as part of a team.

· Have good computer skills including Microsoft Office (Word, Excel, etc) and report writing skills.

· Willing to undertake an Enhanced CRB check
· Cash handing experience or willing to accept and record small payments from our service users and donors.

· Manage and monitor data

· Good organisational skills

· Take bookings via our website, by telephone or in person
Desirable
· Available to work flexibly
· An ability to empathise with parents/carers of small children.

· A non-judgmental way of working.

Job Details

3 hours per day, 5 days a week (hours negotiable although 9am-12pm or 12pm-3pm are desirable)
Holidays to be agreed with Line Manager.
Sunshine Children’s Centre Charity is a family friendly organisation. 
Pay Rate



Period
£8.00 per hour



3 month (to be reviewed)
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