Finance Assistant

About Us
United Purpose (UP) is an international development organisation with an innovative
community led approach to eradicating global poverty and inequality. We lift people up
out of poverty by creating solutions that last. Our unique approach combines groundbreaking innovation with decades of deep personal relationships and communitydriven solutions to solve the problems faced by those furthest left behind and most
marginalised.

UP has a global turnover of £29 million and
reaches 4 million people annually. Our income
has increased significantly in the past few
years, and we have been successful in
growing our impact and reputation.
Building on our strong track record of
community-level delivery, we are now looking
to scale up and stimulate bold, creative ways
to solve global problems. We plan to generate
more strategic income, develop and refine our
finance and operations management systems,
and invest in the talented and committed
people at UP by nurturing an environment of
learning, entrepreneurial energy and success.

Finance Assistant
We are looking for an experienced individual to join our dynamic organisation at
an exciting time of growth. You will need to demonstrate that you have the skills,
knowledge, ability and experience to deliver on the below.
The role of the UK Office is to:
• Manage and develop UP’s supporter base in the UK and undertake
fundraising, development education and advocacy initiatives.
• Manage the country offices, providing technical, operational, financial and
logistical support.
• Represent UP to international funding and operational partners.
• Manage overall strategy and contribute towards the development of in-country
and regional strategy programme development.
• Communicate with the UP Trustees, UP staff and other stakeholders on
governance and key management issues.

Location: Cardiff
Responsible to: Finance Officer
Contract type: Permanent, full time
Salary: £16,000 - £18,000

Responsibilities

Purpose
To provide effective and reliable support to the Finance Officer in the maintenance of
current year records and preparation of year-end accounts.

Role
•

•
•
•
•

To assist with United Purpose accounting entries in Greentree, ensuring all
transactions are appropriately authorised and supporting documentation completed,
scanned and filed
To process all income for our partner charity, Village Aid, in Sage.
To process cheque and direct transfer payments, cash and cheque deposits and
expenses claims
To reconcile all bank accounts including company credit card and petty cash
To carry out other finance and administrative tasks as necessary

Person Specification
Essential

Desirable

Qualifications
Maths GCSE Grade C or equivalent

AAT level qualification or studying for AAT
qualification

Experience
2 years’ experience of bookkeeping in a Experience using Sage
business or charity
Qualities
Good attention to detail
Ability to produce accurate work under
pressure
Ability to work as part of a team
Good time management
Ability to communicate effectively both
written and orally

To apply for this role please send
your CV, our Equal Opportunities
form (voluntary) and a short
covering letter to:
applications@united-purpose.org
by 27 June 2018
All applications will be
acknowledged but only successful
applications will be contacted
further.

