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scottishathletics Ltd

Information for applicants for the position of

Finance Administrator 

(37 hrs per week)
Salary circa £22k

Introduction

“Perform When It Counts” is the strategy for scottishathletics – the Governing Body for Athletics in Scotland, covering the period 2015 to 2019.  It is very deliberately positioned as a high level strategy providing aspiration, leadership, structure, and shaping the resources and work of scottishathletics.  It builds on a successful phase of development and achievement from 2010 to 2014.

Perform When It Counts is all about achieving and delivering excellence at all levels of athletics – for all, and across all disciplines of the sport.  This integrated approach is central to the philosophy behind the strategy.

There are approximately 140 athletic clubs in Scotland with an estimated total membership of around 16,000.  The clubs vary in size from small informal clubs with a handful of members to long-established clubs whose membership exceeds 600.  Some clubs specialise in particular disciplines, and others cater for all aspects of athletics.  In addition, there are 450 jogscotland groups and 30,000+ members.

Our Vision
Perform When It Counts further details the role that scottishathletics will play in the period 2015 to 2019 to realise our Vision:
Lead, develop and deliver the athlete pathway in all communities in Scotland, ensuring that it:
· Provides opportunities for all in learning, competing and contributing – at the level that is appropriate for them
· Identifies and supports athletes with potential to perform on the world stage
· Supports strong and sustainable clubs at the centre of development and delivery
· Motivates and supports our coaching community to excel at all levels
· Provides the right competition at the right level within the right environment
· Recruits and retains more people within the athletics community – performing in all roles
· Is resourced, managed, and governed to an excellent standard



The Scottish Athletics Office

scottishathletics employs 28 members of staff and 28 part time club officers.

Conditions of Employment

The successful candidate will be based at the scottishathletics office at:

	Caledonia House
South Gyle
	EDINBURGH
	EH12 9DQ

Salary

The starting salary offered for the post will be circa £22,000 depending on the experience of the successful candidate.  Annual pay awards will be made in accordance with the salary review procedures agreed by the scottishathletics Board.

Hours of work

The person appointed will be expected to work for 37 hrs a week.  On a few occasions there may be the requirement for evening and weekend work, however this will be arranged in advance with your line manager and will take account of the normal, agreed hours of work.  

Pension

scottishathletics operates a qualifying group pension scheme for auto-enrolment purposes and will match the successful candidates contribution up to a maximum of 6% of salary, including the legal minimum contributions required. 

Annual Leave and Public Holidays

The annual leave entitlement is 25 days, increasing to 30 days after five years service.  In addition, the public holiday entitlement is 10.5 days.  Annual leave may be taken by arrangement with the line manager.

Travel and Subsistence

The postholder may be required to travel to meetings within Scotland and occasionally in the UK.  Travel and subsistence will be reimbursed at scottishathletics current rates.

Probationary Period

All new members of staff will serve a six month probationary period before their appointment is confirmed.

Notice

This post carries a two month period to terminate employment after the satisfactory completion of the probationary period.


The Role and Responsibilities of the Finance Administrator

Responsible to:	Head of Finance and Business Services

Responsible for:	The day to day administration of financial related matters

Key tasks will include:

· Accurate processing of all financial transaction to Sage Line 50, including trial balance reporting

· Ensuring receipts are recorded and banked on a regular basis

· Processing purchase invoices and payment runs

· Raising sales invoices and ensuring tight credit control procedures are in place

· Assist in quarterly management account reporting to Board and the preparation of statutory accounts

· Monthly account reconciliations and monitoring

· Ensuring compliance of internal procedures and controls

· Maintaining fixed asset and equipment registers and asset tagging

· Completing journal entries

· Monthly monitoring of budgets and liaison with budget holders

· Liaison with suppliers in the procurement of equipment through the tendering process

· Any other tasks as reasonably requested
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Candidate Specification

	FACTORS
	ESSENTIAL
	DESIRABLE

	
Qualifications and attainments
	
Educated to degree level in finance, or qualified by experience
	
An understanding of athletics or other sport

	
Work and other experience

	
Experienced in computerised finance systems 

Knowledge of the principles of double entry book keeping
	
Enthusiastic and displays a keen interest in sport

	
Skills

	
Sound administration and information technology skills

Excellent interpersonal and communication skills

Takes ownership of tasks and problems

Uses initiative to resolve matters and understands when to pass on relevant issues

Plans ahead and manages time effectively including prioritising workload

Team player with ability to work well with others, and to tight timescales
	
Experience of Sage Line 50 and Excel

Knowledge of partial VAT exemption

	
Disposition and Personal qualities

	
Quick to learn and adaptive

Confident and able to work with a minimum of supervision

Reliable, trustworthy, numerate and meticulous
	





Application Process

Applications should be made by submitting the application form, covering letter and equal opportunities form to scottishathletics.  Full details can be found on the scottishathletics website at http://www.scottishathletics.org.uk/about/jobs-in-athletics/

Completed applications should be sent to Fran Snitjer at francesca.snitjer@scottishathletics.org.uk or by post, marked private and confidential, to

	scottishathletics Limited
	Caledonia House
	South Gyle
	Edinburgh
	EH12 9DQ

The closing date for application is noon on Wednesday 6th January 2016 with interviews week beginning 11th January 2016.  Applications received after the closing date will not be considered.  scottishathletics is an equal opportunities employer.
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