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CARE AND LEARNING ALLIANCE

Finance/Office Administrator

Care and Learning Alliance has an exciting opportunity for someone with experience in booking, data input and invoicing to join Highland’s largest and most dynamic children, families and childcare charity.

We are looking for a competent, confident and experienced individual to join our team to ensure our invoicing and booking systems meet the business needs as well as those of parents/carers. 

The Finance/Office Administrator will have day-to-day responsibility for our booking, invoicing and payment platform used to track all service users’ attendance and financial transactions. Based out of CALAs main office they will also be involved in support and administration alongside the office team.

The Finance/Office Administrator is employed by and accountable to the Directors of Care and Learning Alliance.  The post holder will be line managed by the Finance Co-Ordinator.

Professional Values and Personal commitment

The Finance/Office Administrator will work closely with the Finance Co-ordinator and Head of Finance and HR, Childhood Practice Managers and Finance Officer and be directly responsible for overseeing and monitoring all aspects of the Invoicing Computer system.

The Finance/Office Administrator will have responsibility for ensuring that all invoices are prepared and completed for all service users, e.g. parents and social work. Every effort must be made to work in partnership with parents respecting the valuable contribution they provide. The Finance/Office Administrator will communicate effectively with all managers and the Finance Co-Ordinator will support and develop confidence and competence.  The Finance/Office Administrator will advise all managers, so they are aware of and understand their responsibilities on a day to day basis and are carrying these out in a professional and effective manner.

Professional Knowledge and Understanding

The Finance/Office Administrator will:
· Have a good knowledge of the booking, invoicing and payment platform ensuring that the  system is maintained appropriately;
· Take lead responsibility for the effective management of the booking, invoicing and payment platform.
· Be a key contact for any feedback around the booking, invoicing and payment platform and linking with both internal and external support teams to resolve issues quickly and effectively. 
· Have a good knowledge of Disclosure Scotland, PVG & SSSC Legislation.
· Maintain a tidy and professional working environment.
· Be able to confidently work independently or as part of a dynamic, solution focused forward thinking Team.


Professional Skills and Abilities

The Finance/Office Administrator will:
· Prepare and complete accurate invoices for service users, using the booking, invoicing and payment platform for CALA settings.
· Respond to financial enquiries from parents/carers regarding queries on their accounts.
· Be responsible for updating the booking, invoicing and payments platform to ensure the correct payment status is shown and Managers are made aware.
· Ensure compliance with the CALA fee paying policy at all times.
· Ensure Managers/Practitioners are advised to deny access to parents for non-payment of fees in a clear, accurate and timely manner in line with the CALA Fee Paying policy.
· Process all payments accurately and in line with payments received into the bank account.
· Prepare & Send all third party invoices including accurate receipt of payment.
· Prepare finance reporting including attendance statistics for the Head of Finance and HR when requested.
· Process PVGs for member groups.
· General office duties which include maintaining mail logs, mobile telephone top ups, creating ID badges, ensuring office supplies are stocked 
· Record and track insurance renewals for all settings.

Professional Learning and Development
The Finance/Office Administrator will develop and value themselves and others by taking responsibility for their own professional learning and development. 
The Finance/Office Administrator will:
· Positively contribute to the internal CALA support, supervision and appraisal processes to aid ongoing development, ensuring all staff regularly focuses on self-reflection.
· Identify and support their own learning and development.
· Seek to achieve continual improvement and leadership skills through ongoing reflection and evaluation of the service provided; analysing theory, policy and practice.
· Engage in professional reflection.
· Take a holistic, creative and critical approach towards innovation and change

This remit will be reviewed annually.


Care and Learning Alliance is an Equal Opportunities Employer
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