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The Hospice
of st francis
Job title: Finance Officer (Income) Reporting to: Finance Supervisor
Department/Group: Finance Job code/Req no.:
Location: HOSF Travel required: Occasional travel to
shops/events
Band 4 Position type: FT

Main Duties & Responsibilities

The function of the Finance Officer (Income) is to ensure all income is accurately recorded,

reconcil

ed and reported, including the creation of sales invoices and effective management of

outstanding debts, supporting financial control and providing reliable data for decision-
making.

Process all income including fundraising, retail, grants and statutory funding
Raise sales invoices promptly and accurately in line with agreed processes
Maintain customer accounts and records

Monitor outstanding debts and perform debt collection activities

Ensure all income is correctly coded and allocated

Cash counting and reconciliation

Liaise with cash counting/banking volunteers and cash collection company
Maintain floats and take responsibility for cash at major events

Maintain card machines and allocate depending on business need

Ensure cheques are recorded and banked in a timely manner

Perform regular bank and system reconciliations

Maintain income control accounts and audit trails

Investigate and resolve discrepancies

Maintain schedules for restricted and unrestricted funds (support level)
Prepare monthly income summaries and reconciliation schedules
Highlight variances, missing income or issues

Liaise with fundraising and retail teams to ensure accuracy of data

Provide documentation for audit

Qualifica

tions, Skills, Experience, Knowledge & Approach

AAT qualified / part-qualified accountant or equivalent experience
Strong understanding of financial processes and controls

Strong reconciliation and data handling skills

High attention to detail

Good excel skills

Ability to manage high volumes of transactions

Charity finance or multi-income stream experience (desirable)




e Developing technical accounting knowledge
e Understanding of charity finance (desirable)

Communication
e Liaise with fundraising and retail teams
e Communicate discrepancies and data issues clearly
e Maintain effective working relationships across departments

Decision Making
e |dentification and resolution of discrepancies
e Prioritisation of income processing and reconciliation tasks
e Escalation of issues to Supervisor

Mental & Physical Consideration

e High level of concentration required
e Managing repetitive and detailed tasks

Working Conditions & Environment
o Office based / hybrid working
e Standard working hours
e Occasional travel to Shops/events
e Regular deadlines, particularly at month-end

Health & Safety
e Comply with all Hospice policies and procedures
e Ensure financial processes support organisational compliance
e Maintain secure handling of financial data

Safeguarding

Act in a manner at all times to safeguard the interests of individual patients/clients and their families and
justify public trust and confidence in the Hospice of St Francis.
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