COMMUNITY ACCOUNTANCY SELF HELP

JOB DESCRIPTION
Post:


Community Accountant
Responsible to:
The Director of Community Accountancy Self Help.  

Location:
The post holder will be based at The Print House Ashwin Street E8 and will co-ordinate training and visit groups in Hackney for 2 days a week.  They will be based at the Community Organisations Forum in Commercial Street E1 and will 

co-ordinate training and visit groups in Tower Hamlets for 2 days a week.  The balance of time relates to work in other boroughs.

Purpose of the job

To enable BME voluntary and community organisations in Hackney and Tower Hamlets to develop effective accounting, finance and management skills and systems in compliance with current legislation.

To build capacity within trustee groups with a particular focus on older trustees from BME communities.

Key Areas of Work:

1.
Provide advice and coaching to voluntary organisations on all aspects of financial management and book keeping, in accordance with good current practice including:

•
Setting up appropriate book keeping and accounting systems (including petty cash) both computerised and manual.

•
Maintenance of accounting systems, reconciliation's and control accounts.

•
Staff employment procedures and Inland Revenue regulations including SSP, SMP, WFTC, student loans and expenses.

•
Costing and budgeting including full cost recovery and marginal costing, pricing, business planning and financial reporting to management committees.

•
Undertaking financial health checks in partnership with small voluntary organisations.

•
Preparing and understanding accrual accounts.

•
Setting up project accounting and full cost recovery systems.

•
Charities Act legislation.

•
Redundancy and insolvency issues.

•
Liase with relevant agencies as necessary.

•
Carry out monitoring and evaluation as necessary.  

•
Any other financial matters as required.

2.   Training:   CASH runs a range of training courses.

•
Identify training needs

•
Facilitate and organise training.  Some training may use external tutors or other tutors from CASH's staff team.

•
Tutor short courses.

•
Commission or write a set of tutors notes on charity governance and financial management.  Arrange for translation of the notes into community languages and for tutors from BME communities to deliver courses to older BME trustee groups in mother tongue languages using the notes.

•
Carry out monitoring and evaluation procedures.

3.
Publications:  CASH publishes a web site, newsletter, fact sheets.

•
To work with the CASH team on the production of fact sheets and newsletters for BME voluntary organisations in Hackney and Tower Hamlets.

4.
Lists of book-keepers, pay roll bureau's, independent examiners and auditors.  CASH has a capacity building approach to community accountancy.  Your role is to increase the level of skills within voluntary organisations rather than undertaking tasks like book keeping on a permanent basis.  Charities have difficulty identifying competent people with book-keeping experience and specialist knowledge of the Charities Act.  A part of your job is to facilitate this area.  The free lance worker has a commercial relationship with the group not with CASH.

•
To develop lists of book-keepers, pay roll bureau's, independent examiners and auditors.

•
Arrange publicity to encourage people to put themselves forward for this free lance work, 

•
Interview and take up references 

•
Monitoring the satisfaction of groups using people from the lists.  

•
Publicising the lists within the local voluntary sector and make the lists available on request.

5.
Management and Development:


CASH works closely with Hackney Council of Voluntary Service, Hackney Volunteer Development Agency and Tower Hamlets Community Organisations Forum.  These  organisations provide a wide range of support to local voluntary organisations including help with fund raising, constitutions, service development, monitoring and evaluation, and quality assurance.

•
Attend team meetings at CASH.

•
Attend supervision and appraisal meetings.

•
Ensure a regular exchange of information with the staff of Hackney Council of Voluntary Service, Hackney Volunteer Development Agency and Tower Hamlets Community Organisations Forum and CASH.

•
Contribute to the development and implementation of service delivery strategies at CASH.

•
Attend relevant training courses, seminars and conferences.

•
Maintain records of all work undertaken.

•
Undertake the collection of statistics for monitoring and evaluation purposes and assist with returns to funders.

•
Up date mailing lists and publicise the work as required.

•
Carry out any other duties necessary to ensure the smooth day to day running of the project.

6.
Administration.

•
To undertake word processing, desk top publishing, spreadsheet and accounts packages as required.  Filing and other administrative duties directly related to the post.  This post is self servicing.
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