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Finance and Business Support Officer
Job pack

Thanks for your interest in working at Citizens Advice Telford and The Wrekin (CATW). This job pack gives you the information you need to decide whether the role is right for you and to make an application.

In this pack you’ll find:
· Our values
· 3 things you should know about us
· How Citizens Advice Telford and The Wrekin works
· About the role, role profile and person specification
· Terms and conditions
· What we give our staff
	Want to chat about this role?
If you want to chat about the role further, you can contact our team at recruitment@telfordcab.co.uk
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We’re inventive. We’re not afraid of trying new things and learn by getting things wrong. We question every idea to make it better and we change when things aren’t working.
We’re generous. We work together, sharing knowledge and experience to solve problems. We tell it like it is and respect everyone.
We’re responsible. We do what we say we’ll do and keep our promises. We remember that we work for a charity and use our resources effectively.
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	3 things you should know about us



1. We’re local and we’re national. We have 6 national offices and offer direct support to people in around 300 independent local Citizens Advice services across England and Wales.

2. We’re here for everyone. Our advice helps people solve problems and our advocacy helps fix problems in society. Whatever the problem, we won’t turn people away.
 
3. We’re listened to - and we make a difference. Our trusted brand and the quality of our research mean we make a real impact on behalf of the people who rely on us.





How Citizens Advice Telford and The Wrekin works

Citizens Advice Telford and The Wrekin provides free, confidential and independent advice for residents across the borough. Our work focuses on the issues affecting local people most, including benefits, debt, housing, employment, relationships and immigration, alongside urgent support for people experiencing poverty, financial hardship, homelessness or crisis.

We deliver advice and casework through a mix of local and national programmes, our Stafford Park office and a growing network of trusted community and outreach locations. Strong finance and business systems are essential to our ability to deliver services responsibly, meet funder requirements and make best use of charitable resources.
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The Citizens Advice service is made up of Citizens Advice - the national charity - and a network of around 300 local Citizens Advice members.

This role sits our network of independent charities, delivering services from

· over 600 local Citizens Advice outlets
· over 1,800 community centres, GPs’ surgeries and prisons

They do this with:  

· 6,500 local staff
· over 23,000 trained volunteers

Our reach means 99% of people in England and Wales can access a local Citizens Advice within a 30-minute drive of where they live.
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This is a varied, flexible role providing accurate and timely finance and business support to the Finance Manager and Chief Executive. You will help CATW run effectively through day-to-day bookkeeping, payment and reconciliation processes, accurate records and responsive organisational administration.

You will gain hands-on experience across finance, charity administration, HR records and organisational support. Regular supervision and relevant training will help you build your knowledge, confidence and responsibilities over time.

We are looking for an organised, approachable person with practical finance experience, strong attention to detail and a commitment to the values of the charity sector. You will be comfortable working independently and with colleagues, handling confidential information and balancing several priorities.

[image: ]  Role profile
Finance
Raise customer and funder invoices, monitor balances, follow up overdue payments professionally and respond to routine queries.
Check, code and enter supplier invoices with the required approvals and supporting information; investigate discrepancies, reconcile supplier statements and prepare accurate, timely payments in line with agreed terms and cash-flow needs.
Produce batch bank payments with clear supporting information for authorised signatories, and check and process volunteer expense claims in line with procedures, resolving queries as needed.
Reconcile bank accounts; post bank and credit card transactions accurately to QuickBooks; investigate differences; and support the Finance Manager with management accounts, schedules and financial information.
Maintain organised finance records and provide other finance support appropriate to the role.
Business support
Provide responsive business administration support to the Chief Executive Officer by preparing information, maintaining records and coordinating agreed activities; maintain accurate, confidential HR records; and support the Finance Manager with routine compliance checks, document updates and information requests.
Keep the organisational policy and procedure register current, including review dates, approved versions and supporting documents; support the Senior Management Team with agreed project administration by collating information, updating actions, preparing documents and monitoring deadlines.
General
Take part in regular supervision to review priorities, workload, wellbeing and development, and complete agreed training, applying learning to improve quality and efficiency.
Follow CATW policies, procedures, confidentiality requirements and agreed ways of working; work flexibly and undertake other duties within the post’s remit and level; and promote equality, diversity and inclusion, treating everyone with dignity and respect.
[image: ]  Person specification

Essential 

Experience and understanding
Experience of working within a finance function and carrying out routine bookkeeping or accounts administration.
Knowledge of bookkeeping and finance systems, with experience of QuickBooks or similar accounting software.
Experience of communicating effectively with finance and non-finance colleagues and external contacts.
Experience of working independently and contributing positively within a small team.
AAT qualification or equivalent relevant knowledge and experience.
Skills and abilities
Strong written and verbal communication skills.
Good organisational skills and the ability to plan, prioritise and complete work accurately to deadlines.
Confidence using Microsoft Word, Excel, PowerPoint and SharePoint, or a willingness to develop these skills.
Ability to manage several tasks at once, use initiative and work collaboratively.
Ability to maintain confidentiality and handle sensitive information appropriately.
Excellent attention to detail and commitment to personal development.
Commitment to equality, diversity and inclusion and to the aims and principles of Citizens Advice.
Desirable
Knowledge of charity accounting or experience in a voluntary or community sector organisation.
Experience of HR records, policy administration or wider business support.
Knowledge of the local voluntary and community sector.
[image: ]  Terms and conditions
Salary: £25,430–£27,000 per annum, pro rata

Hours: 15–22.5 hours per week, worked flexibly across three to four days
Duration: Permanent, subject to funding

Responsible to: Finance Manager

Location: Can be fully remote.



[image: ]  What we give our staff
Generous holiday entitlement:
25 days (full-time equivalent, excluding bank holidays)

Long-service holiday
Increase after 1 year of service by 1 day per year up to a maximum of 5 extra days.

Flexible working practices 

Company pension scheme

Paycare scheme

Ongoing training and development opportunities  – protected learning time

How to apply

Please follow the application instructions supplied with the vacancy on our website here: https://www.citizensadvicetelfordandthewrekin.org.uk/get-involved/work-with-us. 

If you need the information in an alternative format or would like to discuss reasonable adjustments to the recruitment process, contact recruitment@telfordcab.co.uk.

Citizens Advice Telford and The Wrekin welcomes applications from people of all backgrounds and is committed to equality, diversity and inclusion.
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