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Role: Finance Assistant

		


	Post: 
	Finance Assistant 

	Location:
	Hybrid (a mixture of homeworking and minimum of 40% in the office in Leeds)

	Contract:
	Part-time / Full-time (34.5 hours per week)

	Reports to:
	Director of Finance & Operations

	Direct Reports:
	None

	Band:                        B

	Last Reviewed:        May 2026


DBS
Purpose of Role:	
[bookmark: _Hlk150165576]
At Epilepsy Action we are committed to creating a world without limits for people with epilepsy. All our roles contribute to achieving this ambition.

The Finance Assistant supports the day-to-day processing and administration of the charity’s financial activities, ensuring transactions are recorded accurately and in line with agreed procedures. The role provides essential support to the Finance team to maintain high-quality financial records and effective financial controls. The role also contributes to the charity’s ongoing digital and data development by supporting the accuracy, consistency and integrity of financial and operational data across finance systems and CRM. This helps enable reliable reporting, efficient processes and effective integration between systems.

Accountabilities:

The key accountabilities of the post holder will be:
· Processing routine income and expenditure transactions accurately and promptly
· Supporting banking and reconciliation processes 
· Maintaining accurate financial records across finance systems and CRM 
· Assisting with payroll administration and data input 
· Providing effective support for finance queries and administration

Responsibilities:

Strategy and Organisational Development
· Inputs into the development of team and departmental plans and takes an active role in delivery of organisational objectives.
· Positively and proactively engages with organisational changes.
· Manages projects within agreed parameters.
· Completion of relevant data processing; data entry, data review, and data monitoring on the organisations systems, including the CRM.

Finance Processing (Income and Expenditure)
· Processing income (including card payments, bank receipts and other sources) and ensuring accurate recording
· Assisting with preparation of daily banking
· Raising sales invoices as required
· Supporting sales ledger processes, including monitoring outstanding balances and following up queries
· Processing purchase invoices in line with agreed procedures
· Checking invoices and expenses for completeness and appropriate authorisation
· Preparing payment runs for review and approval

Banking and Reconciliations
· Uploading and processing bank transactions within the finance system
· Supporting the preparation of bank reconciliations for review
· Assisting in maintaining accurate cash records

Payroll Administration
· Assisting with payroll preparation by gathering and inputting data (e.g. starters, leavers, changes to pay)
· Maintaining payroll records and supporting documentation
· Supporting the administration of pension and payroll-related records

Administration and Systems
· Setting up and maintaining supplier and customer records
· Responding to routine internal and external finance queries
· Supporting document management and maintaining organised financial records
· Assisting with audit preparation by collating documentation and maintaining audit trails
· Maintaining petty cash records (where applicable)
· Supporting data accuracy and consistency across finance systems and CRM integration points, ensuring information is recorded correctly and aligned between systems (and highlighting discrepancies where appropriate)

People and Resources
· Supports the organisations volunteer strategy which may include support and supervision of volunteers 
· Operating within agreed budgets

Governance and Compliance
· Following established financial procedures and internal controls
· Ensuring data is handled in line with data protection and confidentiality requirements
· Supporting the team in maintaining accurate and auditable records
· Engages with partners and others in the organisation to identify areas of risk
· Completes all aspects of the role in line with the relevant policies, procedures and legislation including GDPR and Safeguarding
· Ensure all work meets the charity’s quality standards, complies with its corporate brand and with confidentiality, data protection, health and safety, equal opportunities and other legislation and established Epilepsy Action policies and procedures.
· Ensure all work is accessible and that the charity’s commitment to diversity, inclusion and equal opportunities is planned into all work in a relevant and effective manner.

Stakeholder Relationships
· Works with internal and external stakeholders and may be required to support and manage some relationships

Key Relationships
· HMRC
· External auditors


Other
· Contributes to team objectives and supports continuous improvement of finance processes
· Expected to have or gain an understanding of epilepsy.
· Completing any other duties relevant and appropriate to the role
· Maintain own professional networks and promote Epilepsy Action on a local and national level. 




































Person Specification:
	
	
	Essential
	
	Desirable

	
	
	
	
	

	EXPERIENCE, KNOWLEDGE & QUALIFICATIONS
	
	· Experience in an administrative or finance-related role, or a relevant qualification with work experience
· Experience using computerised systems (e.g. finance systems, CRM, or Excel) 
· Good understanding of data accuracy and attention to detail

	
	· Studying towards AAT or similar qualification 
· Experience of working in a finance team 
· Experience in a charity or not-for-profit environment


	
	
	
	
	

	SKILLS & ABILITIES
	
	· Strong attention to detail and accuracy 
· Ability to follow processes and procedures consistently 
· Good organisational and time management skills 
· Ability to work effectively as part of a team 
· Good communication skills for handling routine queries 
· Confident IT skills, including Excel and use of computerised systems 
· Willingness to learn and develop technical and digital skills
	
	· Confidence working with data across multiple systems or datasets 
· Basic Excel skills beyond data entry (e.g. sorting, filtering, formulas) 
· Ability to identify and highlight discrepancies in data or transactions 
· Awareness of the importance of data accuracy across integrated systems

	
	
	
	
	

	VALUES & ATTITUDE
	
	· Demonstratable commitment to our vision, aims and values.
· Willingness to work flexibly and travel for business as required.
· Committed to ensuring people who work with us or use our services have a positive experience and receive quality services and information. 
· Positively and proactively engages with organisational changes.
· Committed to ongoing personal development.
· Committed to maintaining up to date knowledge and digital skills.
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