JOB TITLE Finance Assistant
REPORTING TO Senior Finance Officer
MAIN PURPOSE
To provide efficient and accurate day-to-day financial and administrative support to the organisation, assisting with transactional finance, payroll administration, reconciliations, financial record-keeping, and office procedures to help ensure strong financial control and compliance.  Experience to Trial Balance level preferred.
KEY RESULT AREAS
· To support the operation of the organisation’s financial accounting systems, including processing income and expenditure accurately and on time.
· To maintain purchase and sales ledgers, ensuring invoices, payments, receipts, and credit notes are recorded correctly.
· To assist with payroll administration, including preparing payroll information, maintaining records, and liaising with payroll providers or internal systems as required.
· To support the organisation’s banking procedures, including preparing banking, processing online payments, and carrying out regular bank reconciliations.
· To administer staff expenses, credit card returns, and petty cash, ensuring compliance with internal procedures.
· To assist in monitoring budget lines by preparing routine financial information for the Finance Manager and budget holders.
· To support the preparation of monthly management accounts through timely processing of transactions, reconciliations, and supporting schedules.
· To assist with year-end preparations and audit requirements by maintaining orderly files and providing supporting documentation.
· To help ensure compliance with statutory and internal requirements, including VAT, PAYE, pensions, and financial controls.
· To maintain accurate finance and supplier records, including filing, archiving, and document retention.
· To provide administrative support for internal office expenditure and finance-related office procedures.
· To respond to routine finance queries from staff, suppliers, funders, and other stakeholders in a professional and timely manner.
· To support continuous improvement in financial systems and procedures, promoting efficiency, accuracy, and value for money.
· To undertake other appropriate duties as required to support the Finance Manager and wider organisation.


PERSON SPECIFICATION
Knowledge & Experience
· Experience of working in a finance administration, accounts assistant, bookkeeping, or similar role.
· Experience of using accounting software, ideally Sage.
· Experience of processing invoices, payments, reconciliations, and financial records.
· Experience of payroll administration support would be desirable.
· Experience of spreadsheets, especially Excel.
· Understanding of basic financial controls and confidentiality requirements.
· Experience of working in a charity, third sector, or small organisation environment would be desirable.
Skills
· Good numeracy and accuracy skills.
· Strong attention to detail.
· Good organisational and time management skills.
· Ability to maintain accurate financial records.
· Competent IT skills, including Excel and financial systems.
· Clear written and verbal communication skills.
· Ability to manage routine tasks and meet deadlines.
· Good interpersonal skills and ability to work collaboratively with colleagues.
· Ability to handle sensitive information with discretion.
Personal Qualities and Behaviours
· Conscientious, reliable, and methodical.
· Positive and proactive approach to work.
· Willingness to learn and develop.
· Resourceful and able to use initiative within agreed procedures.
· Supportive team player.
· Commitment to the values of the organisation and an interest in supporting young people and youth work.
Qualifications
· HNC/HND, AAT, SVQ, or equivalent qualification in accounting, finance, business administration, or a related area, or
· Relevant experience commensurate with the role.

This is a part-time post 14 hours per week, hybrid working based at the YouthLink Scotland office at Haymarket, Edinburgh 40% and home working 60%. 
The company offers a 9.5% non-contributory pension scheme. This is a part-time position working 14 hours a week, the salary is £29,107 (pro rata) dependent on experience.  Annual holiday entitlement is 25 days plus 12 public holidays. YouthLink Scotland is an equal opportunities employer.
This post will be funded until the end of March 2027 in the first instance.





