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	Hours per Week:
	28 hours (4 days per week) 

	Salary:
	£24,000 pro rata (£30,000 FTE) plus 5% pension contribution 

	Contract:  
	12 months temporary contract (with potential extension)

	Annual Leave:
	27 days per year plus Bank Holidays pro rata

	Reporting to: 
	Finance manager 

	Location: 
	Siddeley House, 50 Canbury Park Road, Kingston upon Thames, KT2 6LX
With some Hybrid working 



Purpose of the role
The Finance and HR Assistant plays a crucial role in the efficient functioning of the organisation by supporting the Finance Manager to further develop KVA’s finance systems and to assist our Project Support Officer (PSO) with HR admin tasks.  

Key responsibilities and tasks
Finance 
· Maintain and update financial records using Microsoft 365 app and SAGELINE 50.
· Support finance manager with administrative duties.
· Collate, prepare and submit accurate and timely monthly payroll and pension data to third parties.
· Check on a monthly basis the control accounts, credit control and debtors account and resolve any issues where required.
· Track and reconcile bank statements.
· Perform petty cash count.
· Process and pay invoices.
· Assist with VAT returns.
· Assist in the preparation of Financial statements.
· Provide administrative support during budget preparation.
· Assist with processing grant and project funding claims and support the Leadership Team with other funding reports as required
HR
· Support PSO with administration of recruitment and inductions.
·  Keep and maintain all paper records for KVA staff
· Maintain and update employee holiday and sickness records and act as first point of contact for any queries.
· Develop and maintain administrative systems and procedures to provide support for HR and Finance activity. 
Person specification
	Details
	Essential
	Desirable 

	Education
	
	

	Relevant qualifications in Finance administration 
	x
	

	Experience
	
	

	Minimum of 2 years' experience working in bookkeeping
	x
	

	Experience in using Breathe HR (or other HR platforms) 
	
	x

	Able to work with Microsoft 365 app
	x
	

	Competent in data entry in Microsoft Excel
	x
	

	Competent in design in Microsoft Word
	
	x

	Competent in using SAGELINE 50 or other accounting software 
	
	x

	Skills, Knowledge and Abilities
	
	

	Self-starter and Problem Solver. Able to work on own initiative and as part of a team
	x
	

	Well organised, methodical, with good attention to detail
	x
	

	Well-developed communication skills
	x
	

	Adaptable, open to new ways of doing things
	x
	

	Attention to detail and ability to spot numerical errors
	x
	

	Good knowledge of bookkeeping and accounting principles
	x
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