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Finance and Office Manager
Cancer Support Yorkshire
Use your office management, bookkeeping and organisational skills to help make a real difference for people affected by cancer across Yorkshire.
	Location
	Bradford, with occasional travel to other Cancer Support Yorkshire locations as required

	Post
	Finance and Office Manager

	Salary
	£18.20 to £21.55 per hour plus 3% employer pension contribution

	Hours
	15 hours per week (normally over two days), with some flexibility by agreement

	Accountable to
	Chief Executive Officer

	
Job purpose
To manage the day-to-day running of the Head office in Bradford, coordinating premises, suppliers, systems and administration so colleagues can deliver Cancer Support Yorkshire’s services effectively. Alongside this core responsibility, to maintain accurate bookkeeping records and provide regular budgetary reports, working with the CEO, Treasurer and external advisers on financial oversight and statutory reporting.

	
Key responsibilities
Office and operational management — core responsibility
· Manage the effective day-to-day running of the Bradford office, coordinating facilities, equipment, supplies, utilities and maintenance, and acting as the main point of contact for contractors and suppliers.
· Maintain key office records, contracts, insurance documents and renewal schedules, securing value for money and appropriate approval.
· Coordinate routine health and safety arrangements, risk assessments, building checks and actions, escalating specialist matters appropriately.
· Coordinate IT support, user access, equipment records, backups and secure information handling in line with data protection requirements.
· Develop and maintain practical administrative systems, shared records and document-retention arrangements, keeping routine office tasks and deadlines on track.
· Provide administrative support for trustee and committee meetings as agreed, including papers, financial schedules and action tracking.
· Support staff onboarding and maintain accurate, confidential personnel and training records, while recognising that employment advice may be provided externally.


Payroll, income and year-end administration
· Prepare accurate monthly payroll information for the external payroll provider and oversee pension administration and related reconciliations.
· Maintain Gift Aid records and support timely, accurate claims.
· Monitor restricted and unrestricted funds, project budgets and grant expenditure, and provide financial information for funder applications and reports.
· Prepare bookkeeping records and supporting schedules for the year-end audit or independent examination, liaising with external advisers and responding to routine queries.
· Provide records and administrative support to the CEO, Treasurer and external advisers for the annual report and accounts and returns to the Charity Commission, Companies House, HMRC and relevant bodies.

Bookkeeping and budgetary reporting
· Maintain accurate, up-to-date bookkeeping records using Xero, Dext, Excel and other agreed systems, including purchase and sales ledgers, bank reconciliations, routine journals and control account reconciliations.
· Process invoices, receipts and payments in line with agreed authorisation procedures, ensuring transactions are correctly coded and supported by appropriate records.
· Prepare regular reports showing actual income and expenditure against approved budgets, with clear explanations of significant variances, for the CEO, budget holders, Treasurer, Finance and Audit Subgroup and Board of Trustees.
· Provide accurate records and schedules to support annual budget preparation and cash-flow updates, working with the CEO, Treasurer and external advisers as required.
· Help budget holders monitor spending and commitments, highlighting overspends, unexpected changes and cash-flow concerns promptly for review.
· Follow agreed financial policies, delegated authorities and internal controls, retain supporting records in line with legal and organisational requirements, and suggest practical improvements to bookkeeping processes.

Working across the organisation
· Work collaboratively with fundraising, retail and service teams, providing timely financial and operational support.
· Build constructive relationships with trustees, auditors or independent examiners, banks, funders, suppliers and professional advisers.
· Contribute to business planning, organisational development and continuous improvement.
· Undertake other reasonable duties consistent with the posts level and purpose.

	
General requirements
· Work in accordance with Cancer Support Yorkshire’s policies, procedures, values and commitment to equity, diversity and inclusion.
· Maintain confidentiality, professional boundaries and the highest standards of integrity.
· Take reasonable care for personal health and safety and that of colleagues, volunteers and visitors.
· Be eligible to work in the UK.




	Person Specification

	Criteria
	Essential
	Desirable

	Relevant bookkeeping or accounting qualification (for example AAT), or equivalent practical bookkeeping experience
	Y
	

	Practical experience of day-to-day bookkeeping, invoice and payment processing, bank reconciliations and reporting income and expenditure against budgets
	Y
	

	Strong experience of managing day-to-day office operations, coordinating premises, facilities and suppliers, and maintaining effective administrative systems and records
	Y
	

	Strong working knowledge of accounting software, preferably Xero and Dext, and confident use of Microsoft Excel and other Microsoft 365 applications
	Y
	

	Ability to produce accurate, timely budget monitoring reports, explain significant variances clearly to non-finance colleagues and trustees, and recognise when to seek specialist advice
	Y
	

	Knowledge of payroll processes, pensions, Gift Aid and relevant HMRC requirements
	Y
	

	Understanding of confidentiality, data protection, document retention and secure information management
	Y
	

	Excellent organisational skills, attention to detail and the ability to plan, prioritise and meet deadlines with limited supervision
	Y
	

	Clear written and verbal communication skills and the confidence to work constructively with staff, volunteers, trustees, suppliers and professional advisers
	Y
	

	High standards of integrity, discretion, accountability and a practical, solutions-focused approach
	Y
	

	Commitment to Cancer Support Yorkshire’s purpose, values and inclusive ways of working
	Y
	

	Experience in a charity or not-for-profit organisation, including restricted funds, grants and funder reporting
	
	Y

	Knowledge of charity accounting, the Charities SORP, Charity Commission reporting and Companies House requirements
	
	Y

	Experience of preparing records for an audit or independent examination and providing administrative support for board or committee meetings
	
	Y

	Knowledge of workplace health and safety, premises compliance or IT supplier coordination
	
	Y
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