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Recruitment Pack: Finance and Governance Officer 
Liberty is an independent membership organisation. We challenge injustice, defend freedom and campaign to make sure everyone in the UK is treated fairly. 
We are campaigners, lawyers and policy experts who work together to protect rights and hold the powerful to account. We empower others to defend their own rights and the rights of their family, friends and communities.
Liberty is seeking a Finance and Governance Officer to work closely with the Head of Finance and Finance and Operations Director to deliver our finance workplan and support our Boards in line with anti-oppressive values.

	POSITION DESCRIPTION
	

	POSITION TITLE:
	Finance and Governance Officer

	POSITION REPORTS TO:
	Head of Finance

	SALARY
	Scale Q4 £42,639

	EMPLOYMENT STATUS:
	Permanent

	HOURS:
	Full Time (35 hours per week)

Plus some out of hours work (TOIL given for out of hours work)

	LOCATION:
	Hybrid Working/Westminster, London (two days per week in the office) 





	About the role 

	The primary remit of this role is to support the finance and governance function.
Working closely with the Head of Finance and the Finance & Operations Director, the Finance & Governance Officer will be responsible for the day-to-day smooth running of Liberty’s financial processes and supporting the administrative side of Liberty’s two boards and their various sub committees. It will be a reactive role and we’d imagine you’d spend about 60% of your time on finance and 40% of your time supporting governance processes.  
This is an exciting role and a great opportunity to be part of an operations team in one of the UK’s oldest and most effective human rights campaigning organisations.



	Key responsibilities

	Invoices and Payments
· Process all purchase ledger invoices and payment requests through the organisation's accounting software, with due regard to correct coding, VAT allocations and authorisation in accordance with the Finance Manual.
· Process all purchase ledger payments in accordance with supplier payment terms, uploading payment files to Bankline, and sending remittance advice.
· Process credit cards and be first point of contact for any queries and process applications for new credit cards.
· Deal with all external and internal enquiries relating to invoices, including troubleshooting discrepancy on supplier accounts and bills.

Income
· Ensure that all income received is processed on the organisation's finance software.
· Bank all cheques on a weekly basis.
· Accurately code all income with regard to VAT.
· Process all direct debit membership payments due to Liberty.

Law Fusion
· Support the Head of Finance, and work with the Head of Legal to ensure that all invoices and payments are appropriately recorded on the Law Fusion software.

Month End procedures
· Support the Head of Finance to perform a monthly reconciliation between Access Accounts and the Charity CRM.
· Carry out monthly bank reconciliation of Liberty and Civil Liberties Trust’s bank accounts.
· Maintain and update the Fixed Asset register for both Liberty and CLT
· Identify prepayments and accruals and highlight these to the Head of Finance to support the preparation of journals

VAT
· Undertake the preliminary work to check and prepare the underlying records to support the Head of Finance to undertake the VAT return

Audit
· Support the Head of Finance to undertake internal audit of financial controls. 
· Support the Head of Finance to prepare supporting schedule for the audit

Petty Cash
· Complete periodic petty cash counts and document the balance.
· Ensure all petty cash payments are recorded in Access.

Governance
· Provide comprehensive and timely administrative support for Liberty’s Executive Committee and Civil Liberties Trust’s Board of Trustees, including their subcommittees. 
· Be a first point of contact for governance enquiries. 
· Liaise with Board members, arrange meeting dates and manage calendar invites. 
· Collate agenda and papers, support SLT and wider management to ensure papers are distributed and collated on time.
· Work alongside the Finance and Operations Director and the Individual Giving Team to support all processes around the AGM including Policy Council Elections, the AGM event and the Executive Committee Elections. 
· Support all aspects of Board and Subcommittee recruitment and onboarding. 
· Support all aspects of Board member onboarding and leavers, including induction, IT set up, updating Companies House and the Charity Commission, and supporting the maintenance of the register of interests.
· Maintain Board action trackers, providing timely reminders for Liberty Staff and Board members and produce the monthly Executive Committee’s communications. 
· Undertake all arrangements for all board meetings, including making travel arrangements for Board members, arranging catering and room set up, ensuring audio visual equipment is working for hybrid meetings. 
· Minute meetings as required (likely to involve some out of hours and weekends for which TOIL will be given)

Other
· Support the Head of Finance to prepare finance documents to support grant applications and reporting
· Complete any governmental or ONS surveys relevant to finance
· Work with colleagues within the Operations Team to ensure that organisational priorities are achieved.
· Ensure that all of SLT are trained and supported in use of Bankline.
· Ensure that all of SLT and other users of Bankline receive regular training (e.g. fraud awareness). 
· Maintain bank authority mandates and keep a central document with signature limits and authorities up to date.




	Selection criteria
	
	Essential
	Desirable

	Technical expertise and qualifications
	A qualification, training  or experience requiring high numeracy and good literacy skills
	Y
	

	
	Hold, or be working towards a formal bookkeeping qualification (such as AAT)
	
	Y

	Experience and knowledge
	Strong demonstratable experience of supporting a busy finance function in a similar sized organisation, including processing the wide range of finance transaction set out in the job description onto finance software and undertaking reconciliations
	Y
	

	
	Strong demonstratable experience of producing a wide range of reports to support financial reporting
	Y
	

	
	Strong demonstrable experience of providing a wide range of support to Non-Executive/Voluntary Sector Boards
	
	Y

	
	Knowledge and Experience of Charity/NFP governance structures and processes. 
	
	Y

	
	Experience of taking accurate minutes and actions 
	
	Y

	
	Experience of having undertaken a role supporting senior staff, board members or having undertaken a customer service role with demonstrable experience of understanding and supporting the needs of a wide and varied group of stakeholders
	Y
	

	
	Experience of organising and administering hybrid meetings, including venue hire, diary management, catering and inclusive workspaces. 
	Y
	

	Competencies
	Communication – Strong ability to communicate both in writing and verbally, and ability to clearly explain complicated concepts.  
	Y
	

	
	Collaboration - Ability to work collaboratively with other staff at Liberty and Board; excellent interpersonal skills
	Y
	

	
	Planning and Prioritisation- Ability to manage fast-paced workloads and competing priorities, and to plan ahead and problem solve to ensure that key deadlines are met. 
	Y
	

	
	Numeracy and Analytical skills- high level of numeracy and attention to detail. Ability to analyse and present data for a variety of audiences.   
	Y
	

	
	Strong IT skills- high levels of competence across the full MS Office Suite and Adobe to be able to work efficiently and produce high quality reports and documents. 
	
Y
	

	
	Evaluative - Ability to take a reflective and evaluative approach to work and identify and suggest improvements to processes. 
	
	Y

	
	Financial controls- a thorough understanding of good financial controls and the part the role
 plays in strong financial governance. 
	
	Y

	Values 
	Commitment to human rights and Liberty’s cross-party, non-party status.
	Y
	

	
	Commitment to Liberty’s anti-racist, disability-positive, trans affirming status
	Y
	

	
	Commitment to building a fair, compassionate, and diverse working environment
	Y
	




	Important Information

	1. Application forms should be uploaded as a pdf document to the Job Board via our website here with the job title as the subject no later than 5PM Monday 14 October 2024. Applications received after the closing date will not be considered. We cannot accept CV’s.

2. You will receive an automatically generated response confirming receipt. If you DO NOT receive this response please check your junk folder. Any questions or issues, please contact HR@libertyhumanrights.org.uk

First round interviews are scheduled for Tuesday 5 November & Wednesday 6 November 
Second round interviews will be held on Tuesday 12 November. Unfortunately, we will not be able to accommodate requests for interview slots outside of these dates on this occasion. Details of the interviews will be confirmed by email.

3. Applicants who have not been short listed will be notified by email. Due to our limited resources, we are unable to provide feedback on applications. 

Interview panels will be made up of two to four people who will each ask the candidates questions. The questions are intended to allow you to expand on your application and to demonstrate to the panel how far you meet the essential and desirable requirements of the post. All candidates are asked a uniform set of questions (usually five or six) and may also be asked follow-up questions to clarify or expand on individual answers. At the end of the interview candidates will also have an opportunity to ask questions about the job, conditions of service, etc. Some of the questions will be sent to you in advance of your interview, although there will be some follow up questions based on the answers you give in the interview.

4. Shortlisted candidates may be asked to complete a pre-interview or written task. 

5. Once all interviews have taken place, shortlisted applicants will be contacted and informed of the outcome either by email or phone and offered the opportunity to receive feedback.

6. If you have a special requirement for completing the interview or a task due to an impairment or connectivity reasons, please contact us at HR@libertyhumanrights.org.uk.
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