
Administrator (Finance)  

SCP 6 £19,698.00 (pro rata) 

16 hours per week Monday – Friday 

Monday 12- 4pm Tuesday -Friday 1pm- 4pm.  

 
 
 

 Attendance at evening meetings may be required 
 Be prepared to offer flexibility in hours 

  

Job Purpose 

 Provide a comprehensive day to day support on all financial accounting 

practices in conjunction with the Parish Clerk, Responsible Finance Officer 

 To adhere to the council’s financial policies and procedures and all other 

regulations and policies.  

 Provide an efficient, responsive, and high-quality administrative service to the 

parish council. 

 

KEY RESPONSIBILITIES 

Financial Administration 

 Oversee the day-to-day financial administration needs of the finance function 

 Maintain internal controls and procedures to ensure accuracy and 

completeness of accounting records and systems 

 Process invoices for payment ensuring that purchase orders and delivery 

notes match 

 Responsible for the receipt, safekeeping and banking of all monies received 

by the council. 

 Monitor use of the payment cards and prepare monthly statement 

reconciliations 

 Accept and process bookings for the hiring of the Civic Hall. 

 Raise sale invoices in a timely manner 

 Monitor creditor and debtor accounts  

 Respond to financial queries, identifying and correcting financial 

discrepancies and resolve financial disputes in a timely manner 

 Authorise invoices for payment in accordance with the appropriate policy and 

calculate VAT and process staff payroll.  

 Comply with the Council’s   financial regulators 

 Assist with year-end and annual audit processes, internal and external. 

  



.  

Administration Duties 

 Maintain the administration of the burials system  

 Complete any requests for documents that need binding or laminating so that 

they are finished promptly and in the most appropriate manner 

 To undertake typing / word processing of correspondence, standard letters, 

reports, publications and other documents as required 

 Provide cover for other administrative colleagues when required 

 Provide admin support to the parish Clerk  as required 

 Maintain the office stationery supply and re-order items as required 

 Assist with reception duties and welcoming visitors to the Civic Hall, ensuring 

signing in procedures are followed, receiving and prioritising incoming 

telephone calls, dealing with them appropriately including accurately recording 

messages as required 

 Liaise with staff, councillors, and members of the public and outside agencies 

as and when required. 

 To ensure the Council’s rules are observed by the hirer of the hall, including 

Health and Safety Regulations and Licencing Laws.  

 

 


