
 

 

YYMMCCAA  TTrriinniittyy  GGrroouupp    

 
JOB DESCRIPTION 

 
Job Title  Finance Administrator 
  

Responsible to  Finance & IT Manager/Finance Assistant 
  

Working relationships   Programme Director, Childcare Programme 
Manager, Childcare Team 

 Finance and IT Manager and Finance Assistant 

 YMCA Trinity Group colleagues 
 Suffolk County Council, Ofsted, external agencies, 

children, their families and the community 
  

Job purpose   To provide robust finance and administrative 
support to YMCA Trinity Group childcare settings to 

ensure efficient day to day management of the 
provision is maintained. 

 
  
Main tasks  The postholder will: 

 Raise monthly sales invoices using the Childcare 
Management System ensuring prompt payment and 

effective management when payment is not made. 
 Provide efficient administration, collect required data 

and maintain appropriate records as required. 

 To liaise with parents and third parties in regards to 
invoices 

 Manage the sales ledger, cash handling and banking. 
 Assist with the finance and administration of the 

YMCA Trinity Group Childcare settings. 

 Maintain the Childcare Management System 
(Connect), registering families and updating 

information as necessary. 
 Provide general office duties which include 

photocopying, scanning, filing and dealing with 

accounts queries. 
 Be responsible for maintaining effective 

communication and encouraging and developing a 
team environment 

 Maintain efficient filing and communications systems. 

 Promote cooperative working and networking 
between YMCA Trinity Group Childcare settings. 

 Attend regular team meetings 
 Attend training as and when required 
 Implement all organisational and department 

policies, these include safeguarding and equality and 
diversity  

 Work towards and achieve agreed quality assurance 
schemes 

 Ensure excellent customer service is provided and 
queries or complaints are dealt with in line with 
organisation policy 



 

 Promote the Aims and Purposes of YMCA, specifically 
holding in balance the Christian, charitable and 

commercial aspects of the Association’s work. 
 Operate within clear professional and confidentiality 

boundaries while seeking to implement and uphold 
the rules, policies and procedures and remain 
compliant with the data protection guidelines 

 
  

Other Tasks   Any other jobs within the capabilities of the post 
holder. 

  

 
 



 

PERSON SPECIFICATION 
 

PPoosstt::  FFiinnaannccee  AAddmmiinniissttrraattoorr  

  

Education / Qualifications / Knowledge: Essential Desirable Useful 

EDCL or equivalent    

Level 2 qualification in Accounting    

Aptitudes and skills:    

Good verbal and written communication skills     

Good literacy and numeracy skills required to 
undertake the duties of this role 

   

Good organisational skills    

Ability to input data accurately    

Able to exercise close attention to detail and 
maintain accuracy levels 

   

Able to present self and work effectively    

Able to work alone and in a team, with good 

interpersonal skills 

   

Able to set priorities, manage own progress 
and complete demands 

   

Able to communicate with a wide range of 
staff and external contacts 

   

Good time management and an ability to 
prioritise 

   

Fast and accurate skills in Microsoft packages 

e.g. word, excel and databases 

   

Experience:    

Accountancy experience 
 

   

At least two years general office experience, 
including setting up and maintaining office 
systems 

   

Personal qualities:    

Be sympathetic and committed to the 
Christian aims and purposes of YMCA Trinity 

   

Have personal and professional integrity 

 

   

Be able to work on own initiative 

 

   

Understand and respect the principles of 
confidentiality 

 
 

   



 

Circumstances:    

Able to work under pressure and work 
extended hours if required 

   

To have access to a car with business 
insurance, as will need to travel to other sites 

   

Physical health:    

Able to meet the demands of the post with or 

without reasonable adjustment 
 

   

Equal opportunities:    

An understanding of equal opportunities issues    

Commitment to Equal Opportunities legislation 
and an understanding of, and commitment to 

work within the principles of diversity 

   

 

 


