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Trauma Foundation South West 

JOB DESCRIPTION 

Job Title: Finance and Administration Officer  

Salary: £20,000 FTE (0.5 FTE, 17.5 hours a week worked flexibly; actual salary £10,000 before tax) 

Hours of Work: 17.5 hours per week (over 3 days, mostly daytime, but with some early evening 

meetings) 

Place of Work: Remotely from home 

Responsible to: Head of Operations 

Purpose of Job: To provide finance and administration support to a registered charity providing vital 

therapeutic support to traumatised refugees and asylum seekers in Bristol and the south west. 

Contract and benefits: Fixed term for 13 months (Long-term extension possible if funding allows), 25 

days holiday pro rata, pension.   This is a highly flexible role from home that can fit in with your 

childcare or other commitments.  TFSW is a friendly, supportive organization.  

Main tasks  

Administration 

1. Manage the booking and advertising of TFSW training and supervision for external agencies 

2. Maintain, update and improve our website (www.tfsw.co.uk),  

3. Manage TFSW’s social media presence on Facebook and twitter 

4. Support the head of operations with recruitment processes 

5. Maintain agency staff DBS checks 

6. Maintain interpreter and client spreadsheet 

7. Maintain shared resource and file systems 

8. Provide administrative support to the Head of Operations and the Clinical Director 

9. Attend and take minutes at some bi-monthly TFSW board meetings 

 

Finance 

1. Record, reconcile, acknowledge and bank donations through Quick-books 

2. Record, reconcile and track grants/contracts through Quick-books 

3. Check, process and records payments; administer invoices; code items to agreed 

budgets  

4. Review budgets, cashflow and expenditure and prepare reports as required 

http://www.tfsw.co.uk/
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5. Run and maintain payroll and pensions payments 

 

Other 

1. Work within the wider staff team of TFSW, attend staff meetings and participate in 

training opportunities appropriate to the post 

2. Promote equality and rights for asylum seekers, model positive anti-oppressive 

behaviour and implement TFSW equal opportunities policy 

3. Work within TFSW’s aims, objectives and policies 

4. Carry out additional duties in consultation with the line manager as are consistent with the 

responsibilities of the post 

 

Person Specification 

 

Essential Knowledge, Skills and Abilities (can be paid or voluntary) 

 Experience of working in an administrative and finance role  

 Substantial experience and knowledge of financial administration, processes and 
software, such as Quick-books 

 IT competence, including Microsoft Office 365 systems particularly spreadsheets 

 Experience of responding to supporter needs and general administrative enquiries  

 Understanding of the measures to take when working with confidential and 
sensitive information.  

 Excellent and accurate record keeping and maintenance of shared resources and file 
systems  

 Experience in website administration 
 Able to work independently through remote working  

 Excellent interpersonal skills and ability to work collaboratively with colleagues and 
external stakeholders 

Desirable Knowledge, Skills and Abilities  

 Experience of developing and scheduling social media content to promote a brand 
or cause  

 Knowledge or experience of working in the voluntary sector 

 Good verbal and written communication skills, with an accurate command of 
spelling, punctuation and grammar and the ability to produce resource materials for 
target audiences  

 Experience of working with databases  
Values  

 Commitment to social justice issues and promote the rights of vulnerable people  

 Proven understanding of and empathy with the needs of those impacted by 
persecution and war  

Other  

 Good attendance record & time-keeping record  
 Creativity in approach to engaging potential supporters and donors  

 Ability to demonstrate resilience and work under pressure  

 


