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   Job description 
 

JOB TITLE:  Projects Finance Officer 
 
TEAM:  Finance 
 
GROUP:  Resources 
 
LOCATION: Stratford, London 
 
REPORTS TO: Projects Finance Manager 
 
GRADE:  5 
 
HOURS:  35 
 

Context and Purpose of the Job 
 
The Refugee Council’s Finance team supports our activities across England. Effective Finance systems 
are crucial in ensuring operational effectiveness, value for money and transparency to funders and 
clients. The Finance Team at the Refugee Council is a friendly, mutually supportive and highly 
respected function within one of the leading refugee charities in the UK. 
 
The Refugee Council in partnership with RETAS (Refugee Employment and Training Advice Service), 
HCAS (Humber Community Advice Services), Path Yorkshire and the Goodwin Trust successfully 
applied for Asylum, Migration and Integration Fund (AMIF) funding to roll out a model of integration 
for refugees who have status based in London, Leeds and Hull, called the ‘New Roots’. 
 
This major project aims to engage with 3568 refugees with multiple and complex needs over a period 
of two years and has been operating for seven months as of May 2018. The project is providing a 
range of holistic, intensive and enhanced support activities, adding significant value to the limited 
refugee integration provision in each area and improving integration outcomes. 
 
As a result, the successful candidate will be employed on a fixed term contract of 14 months from 1st 
August 2019 until the end of the project in September 2020. There is a possibility of starting earlier if 
a candidate is immediately available. 
 
The AMIF funding for the programme is subject to European Community funding rules and 
regulations; furthermore, as a major national and multi-partner project with several streams of match 
funding this has a high degree of complexity to the financial reporting and monitoring arrangements. 
 
The Projects Finance Officer (PFO) will work under the direction of a Projects Finance Manager (PFM) 
and the rest of the finance team and the service delivery teams to ensure proper accounting, 
monitoring and financial reporting for this grant programme. 
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The post holder will lead on the production of monthly detailed reporting to the funders of the 
programme and have a key role in ensuring the collection and propriety of the expenditure evidence 
required by the funder. The PFO will assist the PFM and project administration & management to 
achieve maximum possible efficiencies in the reporting process; and work with Refugee Council 
volunteers where appropriate. 
 
 
Post holders are also expected to share in general administrative support responsibilities for the 
team. 
 

Main Duties and Responsibilities 
 
To work closely alongside finance colleagues to ensure that standard monthly postings in the 
management accounts processes are correctly allocated to funding streams at source. 
 
To review accounts in accounting software (Microsoft Dynamics Great Plains) and through discussion 
with project teams and comparison with project budgets and plans, identify any errors and prepare 
corrective journals, to ensure that costs are correctly allocated to funding streams. 
 
To liaise with project colleagues and partners to ensure timesheets are completed and authorised on 
a timely basis, and to use these alongside hourly rate calculations to allow the correct allocation of 
payroll costs in the accounts by required deadlines. 
 
To download transactions from the accounting software, and to use excel to manipulate the data to 
create monthly finance reports in a range of funder formats, and to reconcile these to accounting 
records. 
 
To use advanced features of excel and other software available to streamline the processes of 
financial management and funder reporting. 
 
To become an expert in a range of funder accounting rules, and be able to apply these to real life 
situations and transactions, and support project management in the understanding and application of 
these rules. 
 
To work with staff in the New Roots programme (including external project partners), finance and 
business support teams to ensure that documentation to support expenditure reports is in line with 
funder requirements and is kept available for scrutiny by funders and auditors. 
 
To maintain the storage of specific project expenditure documentation, and to develop and maintain 
filing systems in line with new project audit requirements. 
 
To help respond to funder and auditor requests for information and evidencing, and to work with 
New Roots management and the Project Finance Manager on the resolution of any queries. 
 
To maintain an extremely high attention to detail. 
 
To review monthly management accounts for projects, and to identify and brief PFM on reasons for 
variances. 
 
To use the information from monthly management accounts and from project delivery colleagues, to 
help the Projects Finance Manager maintain financial forecasts on a whole-life project basis. 
 
To use complex Excel tools to transfer financial budget reforecasts between funder formats and 
internal format budget templates. To use excel in combination with accounting software tools 
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(Management Reporter) to keep the accounting system up to date with these reforecasts as part of 
the monthly management accounts process.  
 
To work as a team player within the finance team on the wider financial processes of budget setting, 
management accounts, and financial closure of accounts. 
 
To respond to all correspondence on a timely basis and communicate effectively with stakeholders, 
providing high quality customer service and escalating more complex queries to the PFM. 
 
 

Additional Information 
 
Health & Safety 
 
The post holder is responsible for: 
 
Cooperating with the Refugee Council in delivering all legal responsibilities in respect of your own and 
your colleagues, volunteers, clients, and others health and safety whilst at work. 
 
Becoming familiar with the Refugee Council’s Health & Safety Policy and procedures including 
evacuation procedures at your workplace. 
 
Carrying out risk assessments of your own work and especially of your own workstation to ensure that 
you do not expose yourself or others to unnecessary risk. 
 
Flexibility 
 
In order to deliver services effectively, a degree of flexibility is needed, and the post-holder may be 
required to perform work not specifically referred to above. Such duties will, however, fall within the 
scope of the job, at the appropriate grade. The job description will be subject to periodic review with 
the post-holder to ensure it accurately reflects the duties of the job.  
 
Equal Opportunities Statement  
 
As part of its recruitment policy, the Refugee Council intends to ensure that no prospective or actual 
employee is discriminated against on the basis of race, sex, nationality, marital status, sexual 
orientation, employment status, class, disability, age, religious belief or political persuasion, or is 
disadvantaged by any condition or requirement which is not demonstrably justifiable.  
 
Working at the Refugee Council 
 
A commitment to the work of the Refugee Council. 
 
Personal Effectiveness  
 
With the support of their manager the post-holder will need to effectively manage their own workload 
and medium and long term plans and objectives. 
 

Flexible Working  
 
This job is suitable for occasional home working subject to prior authorisation. The post holder is likely 
to be required to travel within the UK from time to time, specifically to Leeds and Hull. 
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 Person Specification 
 

 
JOB TITLE:  Projects Finance Officer  

 

Qualifications  

 
Essential  

1. Part qualified accountant – must show passes in a recognised accounting qualification. 

Experience 
 
Essential 

1. Experience of working in a finance role, using computerised finance systems. 

2. Experience of completing repetitive tasks with a consistently high level of performance and 
accuracy. 

3. Experience of identifying accounting errors, and preparing and processing corrective journals. 

4. Experience of working in a grant funded environment, and an understanding of the typical 
contents and form of a project budget and report. 

Desirable  

5. Experience working in the not-for-profit sector. 

6. Experience working with EC funding. 

7. Experience working with Microsoft Dynamics Great Plains software. 

Knowledge, skills and abilities 
 
Essential 

1. Able to demonstrate a thorough understanding of general accounting principles, and how they 
apply to grant accounting and management. 

2. Computer literate; with the ability to work on a range of IT software including all standard MS 
Office packages. 

3. Excellent excel skills. (As a finance post, it is assumed that all applicants will have intermediate 
Excel. Please note we expect candidates for this position to have better than average Excel skills 
even for a finance position.) 

 4. Good verbal and written communication skills; the ability to explain complicated financial matters 
to non-financial staff in a concise and professional manner. 
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5. Proven organisational skills and the ability to time-manage effectively to consistently and 
regularly meet demands and tight deadlines. 

6. The ability to work effectively within a team, both within the finance function but also with the 
service delivery teams and other support functions. 

7. Extremely high attention to detail. 

Desirable  

8. Knowledge of the key issues affecting asylum seekers and refugees in the UK and a commitment 
to the work of the Refugee Council. 

9. Knowledge of charity accounting technicalities such as restricted and unrestricted funds, and the 
treatment of unrecoverable VAT. 
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