WELCOME TO WILD FUTURES
The Wild Futures Sanctuary currently houses capuchin monkeys (Cebus and Sapajus sp), common marmosets (Callithrix jacchus), Barbary macaques (Macaca sylvanus), long-tailed macaques (Macaca fascicularis) and woolly monkeys (Lagothrix sp). The majority of the residents are victims of the exotic pet trade in the UK.
GUIDE TO JOB ROLE & MAIN RESPONSIBILITIES 

In putting together every job description we recognise that everyone is part of the larger team working together at the Wild Futures.  Every role is important in a small team and as well as bringing skill, knowledge and experience; we hope that you will fit into our team, working collaboratively and flexibly to ensure the monkeys thrive in our care. 
No one role is bigger than the component parts - we succeed or fail as a team.

Our job descriptions summarise the main responsibilities and tasks of the role.  The job description isn’t limited to the summary provided below, rather the opportunity is for the role holder to both satisfy the requirements as stated and then to take advantage of all development opportunities as they may present.  Flexibility and adaptability are key in all our roles and we expect our team members to be positive and ‘can do’ demonstrating problem solving and thinking on their feet to support other team members and ultimately the monkeys in our care.
You should refer regularly to your job description as we use job descriptions to support our team member’s growth and development and it feeds into our Review system.  

Your Job Title is:  Finance and Supporter Relations Administrator
Your role reports to: Director and Outsourced Accountants.  Please note that reporting lines may change from time to time in line with organisational changes.  As a small team we always anticipate change.
Summary of Role:  Finance and Supporter Relations Administrator - 4 days (30 hours)
Responsible for the overall day to day finance function based at The Monkey Sanctuary, providing relevant financial support to the Director and the charity team. Also supporting the Supporter Relations team with relevant administrative tasks.

This role also includes taking guidance from, liaising with and supporting the Charity’s outsourced accounting service with relevant financial administration and reporting.
AREAS OF RESPONSIBILITY INCLUDE BUT ARE NOT LIMITED TO: (additional responsibilities may be added as appropriate):
	Key Responsibilities for Finance and Supporter Relations Administrator Role:
	· Processing receipts (cash, cheques, donations, online & BACs)

· Processing payments (invoices, expenses, credit cards, petty cash, collection cans and online sales)

· Responsible for ensuring the phone is answered promptly and professionally. Manages telephone queries and messages efficiently.

· Responsible for processing and responding to finance emails

· Cashing up daily for the admissions desk and shop

· Responsible for the banking of cash and maintaining change floats

· Keeping accurate records of daily visitor numbers

· Liaising with the Supporter Relations Manager around invoicing, receipts and payments for events

· Preparation and submission of Gift Aid claims according to HMRC guidelines

· Maintaining and updating financial spreadsheets ensuring that all transactions are inputted promptly and accurately

· Recording legacy notifications and bequests

· Provision of any financial information or forecasts that may be needed

· Responsible for renewal of insurance and utilities

· Ensuring all new employees are registered on payroll and have provided mandatory documentation

· Provide information for the payroll to outsourced accountants every month

· Support the Supporter Relations and Office Manager with related administration
COMMUNICATION:

· Ensures that all budget holders and the relevant team members are kept aware of up to date financial information.

· Effectively communicates financial information to non-finance audience in a simple and straightforward way

· Supports personnel within the Charity with financial budget management

	Requirements:
	VOLUNTEERS/INTERNS:
· Responsible for supervising and mentoring volunteers and interns

· Ensuring volunteers and interns are provided with clear direction and instruction, guiding activities and behaviours and are aware of the vision and ethos of the Sanctuary.

· Inspiring volunteers and interns as a positive role model – positive, motivational communication.
EDUCATION/PR: 
· Speaking to members of the public on open days in an informative, positive and respectful manner as ambassadors of the Sanctuary

ADMINISTRATION & GENERAL DUTIES: 
· Stock taking and the ordering of supplies
HEALTH & SAFETY & HR POLICIES: 
· Compliance with all relevant health and safety protocols and relevant HR materials including but not limited to safeguarding, emergency procedures, risk assessments and safe working practices.
TEAM PLAYER: 
· Respect for, and commitment to, the vision, mission and values of Wild Futures
· Every role is important in a small team and as well as bringing skill, knowledge and experience; we hope that you will fit into our team, working collaboratively and flexibly to ensure the monkeys thrive in our care

· Interacts positively with the team, respects the views and opinions of others and engages positively with people from a diverse range of backgrounds and cultures
· Sees where support may be required and openly offers and provides it
· Works collaboratively and builds positive working relationships
· Appreciates the bigger picture – pragmatic and reasoned
· Looks for common ground and goals to support the team
· Doesn’t allow ego to undermine the success of the role
· Able to be flexible and adapt to new situations as they arise


	
	

	Background & Qualifications:
	ESSENTIAL:
· Relevant financial or book-keeping qualifications

· Extensive, recent experience working with cash, income, bank payments and bank reconciliations

· Highly numerate with an exceptional attention to detail

· Familiar and comfortable with finance IT systems and databases

· Experience of charity sector accounting and treatment of Gift Aid etc.

· Permission to work in the UK

· Valid UK Driving licence

· Proven ability to prioritise workloads and work efficiently under pressure
DESIRABLE:
· Experience in Xero and Vend systems and Advantage Fundraiser

· Familiar with Gift Aid processing



	Outcomes & Targets Associated with this role:


	· Efficient and effective finance operation including accurate record keeping and reporting.

· Collaborative and positive team member who regularly communicates financial information to support goals and objectives. This will include supporting the Director and Finance Group at an organisational level when looking at budget setting and budget controls.



Please email CV and cover letter to info@wildfutures.org 

No agencies please.
