[image: ]Finance and HR Administration Assistant – Job Description
Salary: NJC Scale Point 7 -  £  27,274.30 pro-rata
Hours: 22.5 hours per week (working pattern to be agreed)
Location: Crossroads Derbyshire offices
Reports to: Business Manager
Job Purpose
To provide efficient administrative support across finance, HR, housing and office functions, ensuring accurate records, effective systems, and compliance with organisational policies and procedures. 
Key Responsibilities
Finance Administration
· Process purchase invoices, bills, payments and sales invoices using QuickBooks.
· Monitor finance email accounts and respond to routine supplier enquiries.
· Assist with bank reconciliations, payroll journals, petty cash and Gift Aid claims.
· Prepare payment schedules and reports on outstanding balances.
· Support month-end, year-end and audit processes.
· Maintain accurate financial records and supporting documentation. 
Human Resources Administration
· Maintain confidential employee records and HR databases.
· Support recruitment, onboarding and induction processes.
· Prepare routine HR documentation including contracts and correspondence.
· Maintain records relating to training, probation, appraisals and staff development.
· Monitor HR compliance requirements and ensure records remain up to date. 
Housing and Accommodation Administration
· Provide administrative support for accommodation services.
· Produce service charge statements and maintain housing records.
· Monitor accommodation income and expenditure records.
· Support Housing Benefit reconciliations and repairs administration.
· Ensure accommodation documentation is accurate and up to date

Compliance and Office Administration
· Maintain health and safety, COSHH and compliance records.
· Support audits, inspections and reporting requirements.
· Ensure records are managed in accordance with GDPR and confidentiality requirements.
· Provide general administrative support including filing, data entry, reporting and responding to enquiries.
· Undertake other duties consistent with the nature and level of the role. 
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Finance and HR Administration Assistant – Person Specification
Essential
· Experience of finance, administration or business support work.
· Good IT skills, including Microsoft Office and databases.
· Strong organisational skills and attention to detail.
· Ability to manage confidential information appropriately.
· Good written and verbal communication skills.
· Ability to prioritise workloads and work independently. 

Desirable
· Experience of QuickBooks or similar accounting software.
· Experience of HR administration.
· Experience within a charity, housing or not-for-profit environment.
· Knowledge of GDPR, safeguarding and health and safety requirements. 

Values and Behaviours
· Professional, reliable and discreet.
· Flexible and willing to support a range of organisational functions.
· Committed to equality, diversity, inclusion and anti-discriminatory practice.
· Committed to the aims and values of Crossroads Derbyshire. 
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