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Finance Assistant 
Full or Part-Time (30+ hours)                        

Salary £16,000 - £19,000 pa (dependent upon skills and experience)

We are looking for a friendly, technically proficient, person to assist the Finance Manager in the running of the Finance Department, administering all day-to-day income and expenditure. All staff relate at some point or another to our finance people so great inter-personal skills will be required. A heart for children at risk and identification with the Christian vision, mission and ethos of Viva make this a role that will give enormous job satisfaction to the person appointed.

Key Responsibilities of the role will include managing purchase and sales ledgers and processing of all transactions to the SAGE accounts package. This will involve managing and processing payments such as cheques, BACS, standing orders and electronic transfers and Direct Debit donations along with filing of all related paperwork, reconciling bank accounts and managing and generating Gift Aid Claims. Additionally there will be liaison with our bookkeepers in the United States, petty cash payments and receipts and various other finance and administration tasks as they occur - this could include payroll administration if we decide to bring this procedure in-house.
The experience and knowledge needed to enjoy and succeed in this job will be sales ledger and/or purchase ledger clerk experience, good knowledge and experience of Sage or another accounting package and electronic banking experience. All this knowledge will need to come with good numerical skills and a natural high level of attention to detail, excellent computer literacy (particularly in Excel) and housed in team player who can meet deadlines, use initiative, plan, prioritise and who is proactive and flexible. Please take a look at the full  job description  for more information. Further details can be found on our website at http://www.viva.org/JobVacancies.aspx. 
Closing Date:             Monday 12 July 2010
Interviews:                 Wednesday 21 July 2010
To apply: Please send your completed application form and CV to hr@viva.org or to the address below. Candidates must already be eligible to work in the UK with a valid visa and work permit if required.
HR Manager
Viva, Unit 8, The Gallery, 54 Marston Street, Oxford, OX4 1LF, UK
t:  +44(0)1865 811660  
f: +44(0)1865 811661
e: hr@viva.org
