
 

 

Job Description  
  
 
Job Title:                Finance Worker 
 
Responsible To: Treasurer (Trustee) 

Responsible For:   financial administration, book keeping, budgeting and reporting, maintaining 
key office systems.  

  
Salary/Pay Scale: £12,052 per annum. (Equivalent to £19,819 per annum full time.) 

 
Hours:                    22.5 hours per week subject to funding. Flexible working hours are available 

for this role in line with the requirements of the organisation. The postholder 
may occasionally be required to work weekends and evenings.    

  
Annual Leave:        28 days p.a. plus statutory Bank Holidays pro rata.                                        
                              
Finance responsibilities:  
 

 To implement all Farm finance systems, ensuring that there is an appropriate level of 
control over all income and expenditure, and that the Finance Policy is followed at all 
times. 
 

 To process and pay all supplier invoices on time, ensure payment is received for all farm 
invoices, manage cash income, and operate a petty cash system. (This may be working 
with finance volunteers where suitable). 

 
 To prepare monthly payroll information for the Farm’s third-party payroll service, and pay 

monthly salaries, HMRC, and pension contributions on time. 
 

 To manage farm bank accounts and carry out all day to day banking activities. To 
complete monthly bank reconciliations and monitor banking transactions. 
 

 To maintain accurate and up to date financial records in Sage 50 and keep appropriate 
documentation for all financial transactions. 

 
 Working with the Farm Accountants and Farm Treasurer, to co-ordinate the production of 

the Farm’s Annual Accounts and ensure these are submitted to Companies House and 
the Charity Commission on time. 
 

 Working with the Farm Manager, to produce organisation and project budgets, and 
quotes for new customers.  
 

 To provide regular reports to the farm manager on budget versus actual income and 
spend for grant funded work and none grant funded work. 
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 To produce accurate and timely financial reports and documentation for grant funders. 
 

 To provide clear and accurate quarterly financial reports to trustees on budget variances, 
and cash position. 

  
 To ensure that grant income is received when due, and for all none-grant funded 

activities income covers costs, alerting the Farm manager to any delays or potential 
losses.  

 
 To review and identify opportunities for cost savings wherever possible.  

 
 To provide and interpret other financial information as required.  

 
 To line manage Finance volunteers as required. 

 
Other responsibilities: 
 

 To co-ordinate routine and none routine site maintenance tasks e.g. PAT testing, fire 
alarm testing, security alarm maintenance, and arranging for repairs. (Following existing 
routines.) 

 To administer, and support staff to use, the Farms web-based HR database (Breathe 
HR) which records staff leave, sickness, and training. (note: data entry is done by staff. 
Training can be given). 
 

 To administer, and support staff to use, the Farm’s web-based impact measurement 
database Evide Impact Tracker (note: data entry is done by volunteers and project staff. 
Training can be given). 
 

 To maintain and regularly review the Farm’s insurance provision and supplier contracts 
including for photocopier, utilities, accounting, HR, security, and waste removal.  
 

 To support in the day to day running of the office, including dealing with enquiries, post, 
and emails, and ordering stationary and cleaning supplies. 

 
General Duties: 

 
 To attend monthly staff meetings and take part in any necessary training. 

 
 To provide finance inductions to new staff and trustees. 

 
 To ensure that working practices are in accordance with the Farm’s Health and Safety, 

Child Protection and Protection of Vulnerable Adults, and Data Protection Policies. 
 
Special requirements: 
 

 The successful candidate will be required to undertake an Enhanced Disclosure. 
 

 A three month probationary period applies to this post.  
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NB: Review date/ right to vary. This job description is as currently applies, but it will be reviewed 
as required and maybe subject to variation. The post holder maybe required to undertake other 
tasks that can reasonably be assigned, which are within their capability and grade. 
 

 
Person Specification  
  
 
Job Title:                 Finance Worker 
 
Essential Skills and Abilities: 
 

1. A recognised book keeping or accounting qualification from an accredited accounting 
body (e.g. AAT, ACCA, CIMA). 

2. Experience of carrying out all aspects of day to day finance administration and book 
keeping. Sound knowledge of financial and accounting procedures. 

3. Experience of using an accounting software system (e.g. Sage). 
4. Excellent general IT skills. Experience of working with Microsoft Office applications and 

ability to use excel and web-based database systems confidently. 
5. Ability to prepare budgets and financial reports and interpret financial information.  
6. Ability to work to high levels of accuracy and to deadlines. 
7. Ability to work on own initiative, and manage your own time. 
8. Ability to work as part of a team. 
9. Good written communication skills and ability to communicate financial information 

clearly to non-finance staff. 
10. Ability to demonstrate open minded and non-judgemental attitude. 
11. Willingness to learn new skills and use new technologies. 

 
It is also essential that the candidate supports the aims and objectives of Swansea 
Community Farm and be committed to the Principles of Equal Opportunities. 
 

 
Desirable Experience, Skills and Abilities: 
 

1. Experience of working in the voluntary sector and knowledge of charity finance. 
2. Experience of managing restricted grant funds and reporting to grant funders. 
3. Experience of financial management, reporting to trustees and senior management 

teams. 
4. Experience of developing and implementing new systems or policies. 
5. Experience of using the SAGE 50 accounts package. 
6. Experience of writing grant funding applications. 
7. Knowledge of HR good practice and principles. 
8. Interest in health and wellbeing, the environment, sustainable food, and community 

development. 
9. Knowledge of Welsh Language. 
10. Driving licence and access to a vehicle. 

 
 


