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Staff Job Description

	Position Title:
	Temporary Finance Assistant – min 3 months possible extendable

	Salary Scale:
	GH Scale 4/20 £18,735 pro rata

	Status:
	Part Time – 25-30 hours per week subject to negotiation

	Reports to:
	Finance Manager

	Supervision of:
	Not applicable


Job Context: 

Gaia House is a silent Buddhist meditation retreat centre set in rural surroundings in South Devon just outside Newton Abbot. We offer an annual programme of group retreats whilst also offering a place for people to come on long term personal retreats. 
The Finance Assistant is one of 2 assistants in the Finance Department and part of a larger team of 20 staff, which oversee the running of retreats at Gaia House.
The work of the Finance Assistant is primarily over 4/5 days per week but will involve flexibility in working arrangements. 
Job Purpose:

To assist in the maintenance and support of the financial procedures and systems managed by the Finance Manager.  Prepare and enter data into QuickBooks all relevant invoices and payments in preparation for the monthly accounts. 

Job Tasks

· Data entry – Operating QuickBooks accounting system and Excel spreadsheets

· Liaising with reception to track and clarify income, refunds and RSF movement 

· Administration of all Dana, donations, income and reimbursements

· Various reconciliations as required by the Finance Manager including Bank, Retreat income, Dana, Personals, work retreatant deposits 

· Preparation of Gift Aid Returns for authorisation 

· Assist with administration of Payroll 

· Produce booking in advance statistics 

· Updating Excel spreadsheets – Maintaining existing spreadsheets and creating various new sheets when required including food costs, retreat income

· Providing assistance to the Finance Manager 

· Assist with inducting new personnel with accounts routines 

· Update and  maintain the Finance Manual
· Administration of supplier payments, including making authorised payments via internet banking
Person Specification

	Experience
	Essential
	Desirable

	Proven financial background 
	(
	

	Sound knowledge  of MS Office, Word, Excel, Access, Outlook
	(
	

	Experience in use of QuickBooks or Sage
	(
	


	Skills & Abilities
	Essential
	Desirable

	Ability to be well-organised
	(
	

	Ability to prioritise workload
	(
	

	Ability to work as a member of the Gaia House team
	(
	

	Confident telephone manner
	(
	

	Rural Location – own transport required
	(
	

	Flexibility
	
	(

	Clear written work
	(
	

	High level of accuracy required
	(
	

	Willingness to work in an unusual environment
	(
	

	Experience of meditation
	
	(

	Awareness of Offerings of Gaia House
	
	(


