Lapwing		

JOB DESCRIPTION

JOB TITLE:		Business and Finance Administrator
REPORTS TO:	Finance & Compliance Manager
POST:			15 – 20 hours per week 52 weeks per year 
CONTRACT:		Temporary (Required 1 March – 31 July 2026)
SALARY:	£27,500 - £32,000 depending on experience (Pro Rata £11,000 - £14,667 based on 15 hrs per week) (Pro Rata £14,667 - £17,067 based on 20 hrs per week)


SUMMARY OF ROLE
The Business and Finance Administrator is a central office-based support role with a predominant focus on bookkeeping and financial administration while contributing to broader administration and the smooth running of the organisation.  

The successful candidate will have strong finance administration and organisation skills as well as good written and verbal communication skills. They will have a good understanding of IT, especially Microsoft Office packages with competent Excel and spreadsheet skills and ideally a working knowledge of Xero. Previous experience of working within a finance environment is desirable although full training will be provided.

This role is part of the Central Services Team providing business administration and operational support to Lapwing’s education provision.

SPECIFIC RESPONSIBILITIES

· Conduct general bookkeeping and data processing tasks
· Maintenance of accounting records using Xero
· Purchase/sales ledger management
· Invoice creation and debt management 
· Payment management – internal and external
· Telephone and/or email contact with funders/suppliers managing requests for information
· Meeting deadlines and dealing with funder/supplier queries in a timely manner

GENERAL ACCOUNTABILITIES

· Monitor, respond and direct incoming enquiries (emails and calls)
· Undertake such other duties as may reasonably lie within the scope of this post to ensure the effective administration of Lapwing’s operations

This job description is not necessarily exhaustive and may be subject to review by the CEO in conjunction with the post holder.


