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About Sands

Every single day in the UK, in spite of medical advances, 15 babies are stillborn or die within the first 28 days of life. 
Sands, the stillbirth and neonatal death charity, is a well-established and widely respected national charity that: 

· Supports anyone affected by the death of a baby through our Helpline and our 100 Groups nationwide across the 4 devolved nations.
· Works in partnership with health professionals to ensure that bereaved parents and families receive the best possible care by transforming the culture and practice of perinatal bereavement care through our accredited training programmes and resources.

· Promotes changes in care that could help to reduce the loss of babies’ lives by funding high impact research projects that identify the causes of stillbirth and point to ways of reducing their incidence.
The charity has grown its income by over 40% since 2012 and, as part of its strategic plan to 2020, is focusing on long term growth, sustainability and success!  This is an especially exciting time at the charity as it repositions to become the leading charity in the sector.  
Sands has a network of over 100 Groups nationwide and the charity is now focusing on how it can best support the invaluable work that is being delivered in local communities to meet the needs of those who currently rely on those local services and who may sadly have to do so in the future.
Find out more about our work at https://www.sands.org.uk/ 
Sands Benefits

Annual leave

Staff receive 28 days annual leave plus bank holidays. Staff will be required to take 3 days annual leave during the period between Christmas & New Year.

Employee Assistance Service

As part of its commitment to employee wellbeing, Sands offers independent, free and confidential counselling and information telephone service. Support is available on a range of issues including legal, financial, emotional, health issues and work related concerns.

Season ticket loan 

Subject to qualifying criteria, Sands offers interest free loans to purchase season tickets for the journey between home and work. 
Childcare Vouchers

Sands operates a childcare voucher scheme administered by Edenred, of the UK’s leading providers of employee benefits.  

Cycle to Work Scheme

Sands has teamed up with Cycle Solutions to provide a Cycle to Work Scheme, which you can join to make considerable savings on the cost of a new bike and equipment.
Pension (non-contributory) 

Subject to eligibility, you will be automatically enrolled into the Aegon Personal Pension scheme as soon as your employment commences, to which Sands will contribute 3%, rising to 5% over 3 years, You can decide whether to remain in the scheme and/or make additional voluntary contributions if you wish.

Sands is a vibrant, growing charity!
Sands has grown its income by over 40% since 2012 and is focusing on long term growth, sustainability and success!  
With a clear strategy to 2020, Sands is repositioning as a learning, developing organisation which aims to achieve excellence through people and offers a collegiate, collaborative working environment – making it an especially exciting time to join the charity!
About the role
Sands is seeking to appoint a Finance Officer, based in the charity’s London offices in Victoria.  The successful candidate will possess excellent relationship-management and technical skills to take full ownership of key financial operations such as accounts payables and  ensure the smooth and effective running of our finance function.   

In this key stakeholder-facing role, the post-holder will need to be able to use accounts packages e.g. Sage L50 to a high standard and have a good knowledge of double-entry bookkeeping and basic accounting principles.

A positive and pro-active attitude is essential, along with strong organisational skills plus the ability to prioritise and multi-task. Strong communication skills, both verbal and written are essential as the post-holder will frequently deal with external and internal customers at all levels.  You will also need to have a highly organised approach, and be able to prioritise your workload effectively to be able to meet strict deadlines.

With strong team-working skills and a flexible approach, you will able to work with minimum direct supervision and be able to learn new tasks and approaches quickly.  
You must be able to work to and comply with to Sands’ Core Aims and Values, and be able to demonstrate empathy and emotional intelligence when undertaking your duties.
To apply:

Please return the completed application form and monitoring form to recruitment@sands.org.uk by the closing date below:

Closing date for applications
:        

5.00pm Friday 3 November 2017 
         
Interview Date:     
                           
w/commencing 6 November 2017
As we have limited staff resources we are unable to provide candidates with feedback about their applications.   

Interviews will be held at: Victoria Charity Centre, Ground Floor, 11 Belgrave Road, London, SW1V 1RB. Telephone: 020 7436 7940

Job Description

Job Title:
Finance Officer 
Reporting to:
Finance & IT Manager 
Location:
Victoria Charity Centre, 11 Belgrave Road, London, SW1V 1RB
Contract:


Permanent, part-time
Salary:
£25,500 per annum pro-rata, plus £3,400 per annum pro rata London Weighting Allowance
Hours:
24 Hours per Week

Main Purpose of Job: 

Sands is seeking to appoint a Finance Officer, based in the charity’s London offices in Victoria.  The successful candidate will possess excellent relationship-management and technical skills to take full ownership of key financial operations such as accounts payables and  ensure the smooth and effective running of our finance function.   

In this key and customer-facing role, the post-holder will need to be able to use accounts packages e.g. Sage L50 to a high standard and have a good knowledge of double-entry bookkeeping and basic accounting principles.
A positive and pro-active attitude is essential, along with strong organisational skills plus the ability to prioritise and multi-task. Strong communication skills, both verbal and written are essential as the post-holder will frequently deal with external and internal customers at all levels.

The post-holder must be able to demonstrate a high level of commitment to Sands’ Core Aims and Strategic Objectives.

Principal Tasks and Responsibilities

· Perform day to day financial transactions, including verifying, classifying, computing, posting and recording accounts payable data

· Maintain and reconcile the accounts payable ledger to ensure that all payments are accounted for and properly posted

· Carry out bank and cashbook reconciliation

· Verify discrepancies and resolve suppliers’ and staff’s invoicing / claims issues.

· Process payments of invoices / claims due

· Generate financial statements and reports detailing accounts payable status

· Process incoming mail and invoicing

· Audit ledgers to ensure they contain correct information, such as billing addresses and invoice numbers

· Prepare and maintain various reports

· Maintain an accurate aged debtors and creditors’ reports 

· Identify and execute the necessary process adjustments

· Reconcile Accounts Receivable / Payable to the General Ledger

· Update and reconcile Fixed Asset register

· Manage and reconcile the petty cash float

· Follow agreed processes for reconciling Direct Debit and Standing Order reports and deal with any problems that arise.

· Maintain the security and confidentiality of individual details as required at all times.

· Follow agreed processes for filing, storing and destroying paperwork.

· Complete other finance duties as required by the Finance Manager.

· Co-ordinate specific areas of procurement within the organisation, such as stock and stationery

· Reconcile all credit card statements for the organisation and produce relevant reports

· Support Income Processing in accordance with Charity Commission guidelines.

· Produce statistics and ad-hoc reports as required

· Ensure the organisation complies with relevant Data Protection legislation regarding employee records

General

· To be willing to represent Sands at fundraising and supporter events if required.

· Maintain an up to date knowledge of current activities within Sands

· To work flexibly with other members of the Finance and wider Sands staff team 

· Able to demonstrate a high level of confidentiality and awareness of data protection issues 

· Participate in training, regular supervision meetings and annual personal development review. 

· The post holder must familiarise themselves with matters relating to Health & Safety Management, as affecting themselves, their department and the organisation as a whole. 

· Promote Sands’ Vision and Values at all times and abide by all Sands Policies and Procedures. 

· Commitment to and understanding of Equal Opportunities.

· Attend and contribute to meetings and Sands events as required.
This job description is not contractual and is liable to change over time
Person Specification

	Importance
	Criteria
	Assessment Method

	Essential
	AAT qualification (or similar) or studying for AAT
	Application & Interview

	Essential


	An understanding of the charity sector
	Application & Interview

	Essential
	Demonstrable experience of and proficiency in working with accounts packages, such as SAGE L50
	Application & Interview

	Essential
	Substantial experience of working with databases and experience of producing reports, statistics and analysis
	Application & Interview

	Essential 
	Good workload management skills including the ability to prioritise effectively and meet deadlines
	Application & Interview

	Essential
	Proven working experience as accounts receivable / payables officer
	Application & Interview

	Essential


	Solid understanding of double entry book keeping and basic accounting principles
	Application & Interview

	Essential


	Data entry and numeracy skills 
	Application & Interview

	Essential


	Proficiency in MS Office packages
	Application & Interview

	Essential
	Good customer service skills 
	Application & Interview

	Essential
	Strong team-working skills, able to work with minimum direct supervision and to learn new tasks and approaches quickly.  Able to work on own initiative.
	Application, & Interview

	Essential
	Strong reconciliation skills with the ability to use automated systems to improve reconciliation efficiency.
	Application, & Interview

	Essential
	Strong analytical skills with good attention to detail, coupled with the motivation to meet deadlines.
	Application & Interview

	Essential
	A flexible approach to work and the ability to tackle a wide range of projects
	Application & Interview

	Essential
	A good communicator with strong interpersonal skills including a high standard of written and spoken English
	Application & Interview

	Essential
	Empathy with Sands and its Vision
	Application & Interview
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