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Finance Officer 
October 2018 

 

 

Title of post:  Finance Officer 

Employer:  VOCAL - Voice of Carers Across Lothian 

Hours:   30 hours per week, with potential to expand to full-time 36 hours 

Salary scale:  SCP 23-26 

Starting salary:  £22,500 - £24,700 

      

 

Purpose of the Post  

 To provide accountancy and financial management support to VOCAL and its business 
operations in Edinburgh and Midlothian 

 To maintain and develop financial control and administration systems  

 To support budgeting process, annual audit and fundraising initiatives 

 To support financial reporting to funders and donors 

 To support VOCAL’s CEO and treasurer  

 

 

 

A. The Project 

 

VOCAL is a carer-led organisation acting as a voice for carers and providing a wide range of 
services including information, care planning, training, short breaks, emotional support and 
counselling to over 9,000 carers a year in Edinburgh and Midlothian.  

The organisation operates mainly from two Carer Centres in Edinburgh and Midlothian, 
supported by staff who are co-located in different localities. 

The organisation holds a variety of statutory service contracts, and receives additional grant 
funding and income from a wide range of sources. VOCAL also undertakes a wide range of 
fundraising initiatives and appeals. 

VOCAL has charitable and limited company status and is supported by a Board of Trustees of 
8-13 carers and former carers, 35 paid staff and some 60 volunteers, including professional 
counsellors. VOCAL has regular contact with 4,000 carers in Edinburgh and the Lothians. 

VOCAL’s operations have grown rapidly over recent years with increasing demand for carer 
support. As a result, financial management and reporting to a growing and diverse range of 
funding bodies requires the support of a dedicated and experienced Finance Officer. 
VOCAL’s accounts are run on SAGE accountancy software.  

The postholder will work in a dynamic team of professionals and will benefit from a strong 
team spirit and the job satisfaction of supporting local carers and the people they care for. 
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B. The Post 

 

1. Finance  

Lead responsibility for 

o maintaining and expanding VOCAL’s Sage accounts, compiling salary input 
documentation, liaising with (out-sourced) payroll service; calculating salary and 
pension contributions; paying pension contributions and liaising with pension 
companies  

o maintaining a central register of staff leave 
o checking invoices, paying accounts, liaising with creditors and debtors, monthly 

bank reconciliation 
o developing VOCAL’s financial procedures and monitoring staff compliance  
o ensuring computerised and paper-based recording systems are maintained 

accurately and are completed methodically 
o maintaining cash accounts and developing spreadsheets for project staff for petty 

cash and other finance issues 
o organising the preparation of year end records and SAGE accounts for full audit, and 

liaising with accountants  
o preparing regular accrual based cash-flow projections and finance reports for CEO, 

treasurer, finance group and board of directors, and for service managers on 
request 

o managing the accounts of the Coalition of Carers in Scotland and Treasure Tree Ltd.  

Supporting responsibilities for 

o preparing regular financial reports to funding bodies 

 

2. Fundraising 

Lead responsibility for 

o monitoring income from fundraising initiatives and correspondence with donors  
o drafting appropriate reports for VOCAL’s CEO, treasurer or board of directors on 

fundraising performance 
o contributing to research to identify potential donors for fundraising purposes 

Supporting responsibilities for 

o fundraising applications and tendering process for service contracts 

 

3. Miscellaneous Tasks 

The postholder will contribute to the smooth running of VOCAL activities by 

o working closely as part of a team with staff, volunteers, CEO and treasurer 
o participating in regular meetings of VOCAL’s Finance Committee 
o working to strict quality assurance guidelines, assisting VOCAL with the continuous 

development of quality standards and quality action plans. 

The postholder will be expected to carry out other non-recurring duties as arise from time 
to time, and to help cover carer centre duties as part of a team. 

The postholder will assist VOCAL to promote equal opportunities policies to advance 
equality of opportunity and reduce discrimination. 



 
VOCAL – Voice of Carers Across Lothian 

C. The Person 

 

Experience & Qualifications     Essential / Desirable 

Applicants will demonstrate  

o extensive experience in a comparable finance or accountancy position with 
competence in the use of Sage accountancy software    E 

o previous experience and competence in producing monthly or quarterly accounts 
with budget variances which take into account accruals and prepayments  E 

o previous experience and competence in preparing and supporting the annual 
auditing process        E 

o high competence with Microsoft Word, Access and Excel, and with a range of other 
computer programmes including mainstream mail and internet software E 

o relevant educational and professional qualifications    E 

 

Skills and Abilities 

Applicants will demonstrate  

 ability to listen attentively, communicate sensitively and clearly, and empathise with 
carers, colleagues, partner agencies and practitioners    E 

 ability to organise and present information clearly     E 

 ability to manage finances and office procedures in the absence of other staff E 

 a commitment to treating people fairly and even-handedly    E 

 

Knowledge          

Applicants will demonstrate  

 an understanding of the needs and issues faced by carers in different care settings E 

 knowledge of the way voluntary and statutory agencies work   D 

 

 

D. Employment Conditions 

 

Staff Management, Development & Accountability 

The postholder will benefit from a structured induction programme within the first month 
of appointment, followed by a three months probation period.  

The post holder will be accountable to the chief executive and ultimately to the Board of 
Trustees.  

The postholder will: 

• plan, prepare and review with the line manager and other staff members a 
programme prioritising areas of work 

• maintain records and report on a regular basis to the line manager 

• participate in team planning and evaluation meetings 

• co-operate with the organisation in quality assurance exercises 
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VOCAL acknowledges its responsibility to help identify training needs of staff members and 
to allow reasonable time and resources for staff training, where such training furthers the 
duties and responsibilities of the post.  

Emphasis is placed on team accountability and mutual support. 

The post holder will be based at the Edinburgh Carers’ Hub at 60 Leith Walk, Edinburgh EH6 
5HB and will be expected to work occasional days from the Midlothian Carers Centre at 
Eskbank, with occasional meetings elsewhere in Edinburgh and the Lothians. 

The post holder will be expected to carry out the duties of this post with due regard to Equal 
Opportunities and non-discriminatory practice. 

The post holder is required to adhere at all times to any regulations and procedures which 
appertain to the post. These include all statutory regulations (eg health & safety legislation) 
and specific procedures agreed for the project (eg. policies on confidentiality). 

Working Week & Annual Leave 

This is a permanent contract at 28/30 hours per week and allows some flexibility over the 
distribution of hours and weekdays. The normal working week is likely to be over four or 
five days.  

The post holder qualifies for 28 days leave annual leave pro rata.  

Pension 

The employer is committed to meet a 6% pension contribution which may rise to 8% after 
five years’ service and 10% after ten years’ service, providing this is matched by employee 
contributions. 

Trade Union 

VOCAL will recognise the appropriate Trade Union. 

 

 


