
 
 
 

  

Flexibank Finance Administrator 

 



 
 
 

  

Flexibank Finance Administrator 

Finance 

 
Flexibank 

£12.39 per hour 

 
Gravesend 

 
Finance Office Manager 

Head of Finance 

 N/A 

 



 
 
 

  

Role Purpose: 

 
Various administrative and data input duties to support the 

Finance team in day to day running and operation of the 

charity’s finance function.  

 

Internal Key Relationships 

 
• Wider Finance Team 
• All Departments across the organisation 

• Staff  
• Volunteers 

 

External Key Relationships  

 
• Suppliers 

• Service Providers 



 
 
 

  

Sales Invoicing/Income 
• Supporting the processing and inputting of customer 

orders, invoices, payments and statements 
• Generate/code/distribute all customer invoices 

• Match receipts to customer invoices 
• Input non-Donorflex receipts from bank statements 

 

Purchases/Staff Expenses: 
• Supporting the processing and inputting of supplier 

orders, invoices, payments and statements 

• Supporting the processing and inputting of staff 
expenses and payments 

• Supporting the processing and inputting of bank and 
cash book entries 

• Manage the coding/input and distribution for 
authorisation of Supplier invoices 

• Manage the coding/check calculation/input and 
distribution for authorisation of monthly 

Staff/Volunteer expense claims 

• Reconcile monthly Barclaycard statement to vouchers, 
code and input/obtain authorisation 

• Produce mid-month and month end Supplier and 
Expenses BACS payment runs on Iplicit 

• Sending Remittance advice to suppliers 
• To check shop takings against CRS reports and query 

any differences ready for processing 
 

Reporting and Reconciliation: 
• Reconcile monthly aged debtor reports and perform 

Credit Control function/resolve customer invoice 

queries 
• Reconcile monthly aged creditor reports and resolve 

supplier invoice queries 
• Download Lottery weekly winners’ cheques into Iplicit  

• Reconcile weekly Lottery income batches and produce 
journal 

• Produce weekly Lottery bank reconciliations 

• Attend monthly meetings with Finance Office Manager 
& Retail Manager 

• Produce ad hoc reports for budget holders when 
required 

 



 
 
 

  

Professional:  
• Supporting the team with the preparation of monthly 

management accounts and statutory year end accounts 
and regulatory reporting 

 

Administrative:  
• Liaising with clients, suppliers and staff on finance queries 
• Supporting the filing and storage of paperwork where 

necessary 
• General running of office administration 

 



 
 
 

 

• Has a good standard of education or demonstrates this 

through experience 

 

Experience: 

• Experience of working with finance software is desirable 

• Experience of using MS Office is desirable 

• Experience in Supplier/Customer ledges is desirable 

Knowledge, Skills and Attributes: 

• Excellent customer service skills 

• Good organisational and planning skills with the ability to 

manage and prioritise workloads 

• Good written and verbal communication skills with 

attentional to detail and accuracy 

• Good problem solving and decision making skills 

 

Personal Characteristics and Qualities: 

• Integrity, discretion and the ability to respect 

confidentiality 

• Positive, self motivated and committed to achieving 

results 

• Flexibility and adaptability to change 

• Resilient and able to work in a fast paced and evolving 

environment 

 

 

 


