Hawk and
Owl Trust

Finance & Payroll Officer

Candidate Job Pack
Location Sculthorpe Moor Nature Reserve
Hours 15 hours per week, normally worked over two days

£16.50-£17.50 per hour (£12,870-£13,650 per annum
based on 15 hours per week), depending on

Salary
experience and qualifications

APPLICATION DEADLINE
9.00am, Monday 21 September 2026

Interviews: Monday 12 October 2026 - in person at Sculthorpe Moor Nature Reserve



Hawk and
Owl Trust

The opportunity

We are seeking an experienced, organised and reliable Finance & Payroll Officer to take responsibility for the day-
to-day financial administration, bookkeeping, payroll and VAT requirements of the organisation, together with
management reporting, budget support and Gift Aid administration.

The role is based at Sculthorpe Moor Nature Reserve and would suit someone with strong bookkeeping, payroll and
VAT experience who is confident working independently within a small organisation.

Our current postholder will be retiring at the end of 2026 after ten years in the role. We are therefore looking for
someone who can provide continuity and take ownership of the established finance and payroll processes
following a structured period of training and handover.

At a glance

Post Finance & Payroll Officer

Contract Permanent, part-time

Hours 15 hours per week

Working window Two days per week, with working hours falling between 8.00am and
4.00pm, Monday to Thursday

Working pattern Two regular fixed working days to be agreed; the choice of days is
negotiable

Salary £16.50-£17.50 per hour (£12,870-£13,650 per annum based on
15 hours per week), depending on experience and qualifications

Reports to Chief Executive Officer (CEO) / Treasurer

Annual leave 12 days paid annual leave per year (equivalent to 6 working
weeks based on a two-day working week). Entitlement will be
pro-rated for part-years of employment. Bank/public holiday
treatment will be confirmed in the written terms.

Pension Company workplace pension scheme, subject to eligibility and
automatic-enrolment requirements

Probation 3 months

Working arrangements

The normal working requirementis 15 hours per week, normally worked over two regular days. Working hours must
fall between 8.00am and 4.00pm, Monday to Thursday. The two fixed working days will be agreed with the
successful candidate and the choice of days is negotiable, provided the agreed pattern enables payroll, VAT,
supplier payments and other time-critical finance processes to be completed by their deadlines.

The post reports to the Chief Executive Officer (CEO) / Treasurer.

Benefits and terms: 12 days paid annual leave per year (equivalent to 6 working weeks based on a two-day working
week), pro-rated for part-years of employment; company workplace pension scheme, subject to eligibility and
automatic-enrolment requirements; 3-month probationary period. Bank/public holiday treatment will be confirmed
in the written terms.
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Key responsibilities

Payroll and pensions

® Prepare and process the monthly payroll using Moneysoft Payroll Manager.

® Check salaried staff gross pay and authorised timesheets for hourly-paid employees.
® Prepare the monthly payroll summary for authorisation, run payroll and issue payslips.
e Submit Real Time Information (RTI) returns to HMRC.

® Prepare monthly pension information and submit data through The People’s Pension.
e Ensure PAYE and National Insurance liabilities are identified for payment.

e Set up salary payments through online banking and prepare the monthly wages journal.

VAT

® Prepare and submit VAT returns accurately and within the required timescales.
e Undertake VAT calculations and maintain appropriate supporting records.

* Apply and maintain the organisation’s partial exemption VAT calculations.

® Ensure the correct VAT treatment is applied to income and expenditure.

¢ |dentify and resolve VAT coding or treatment issues and liaise with relevant colleagues or professional advisers
where necessary.

Purchase ledger and supplier payments

e Enter supplier invoices into QuickBooks and maintain electronic copies of invoices.

® Retrieve invoices from online accounts and obtain supporting invoices and receipts for debit and credit card
expenditure.

® Check supplier invoices and investigate discrepancies.

e Contact suppliers regarding missing invoices, invoice queries, account discrepancies and the opening or
maintenance of credit accounts.

* Prepare the fortnightly supplier payment list for authorisation.
e Set up authorised supplier payments through online banking and record completed payments in QuickBooks.

® Maintain controls and records for payments requiring dual authorisation.
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Key responsibilities continued

Sales ledger and credit control

® Raise sales invoices accurately and promptly and maintain customer account records.
® Monitor outstanding sales invoices and undertake regular credit control.
e Contact customers regarding overdue invoices and follow up outstanding amounts professionally.

¢ Allocate receipts against the appropriate sales invoices and investigate customer account queries or
discrepancies.

® Maintain clear records of credit control activity.

Banking and reconciliations

* Download bank transactions and statements.

® Record debit and credit card expenditure and other banking transactions in QuickBooks.
* Record receipts against sales invoices.

e Reconcile current and deposit bank accounts at month end.

® Maintain and reconcile petty cash and assist with banking arrangements when required.

¢ Investigate and resolve reconciliation discrepancies.

Income and sales

® Process and reconcile Stripe receipts and record the relevant transactions.

® Process membership Direct Debit information and match receipts to sales invoices.

® Process shop takings information from Clover and reconcile cash and card receipts against sales invoices.
® Process and reconcile income received through Zeffy.

¢ Investigate and resolve discrepancies where necessary.

Accounting and administration

® Prepare regular accounting journals, including wages, depreciation and loan interest.

® Maintain accurate electronic and paper financial records and undertake filing and general finance
administration.

e | iaise with colleagues, the Treasurer, customers, suppliers and other authorised officers as required.
* Maintain appropriate confidentiality when handling payroll, banking and financial information.

® Support the smooth operation of the organisation’s financial controls and procedures.

Management accounts, budgeting and Gift Aid

* Prepare regular management accounts, together with appropriate schedules and commentary, in aformat and at
a frequency to be agreed with the CEO and/or Treasurer.

* Provide clear financial information to support management review and assist in identifying and explaining
significant variances or unusual movements.

e Assist the CEO, Treasurer and other relevant colleagues with the preparation of annual budgets and, where
required, revised forecasts.

e Support ongoing budget monitoring by providing accurate actual-to-budget information and relevant financial

analysis.
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¢ Assist with the preparation, checking and administration of the Trust’s Gift Aid claims, ensuring that supporting
records are complete and appropriately maintained.

e Reconcile Gift Aid claim information and receipts and respond to related queries or requests for supporting
information as required.

Year-end accounts and external accountants

e Prepare and collate the financial information and supporting documentation required for the Trust’s year-end
accounts.

e Complete year-end finance procedures and ensure accounting records are accurate and up to date before
information is provided to the Trust’s external accountant.

e Provide accounting records, reconciliations, schedules, reports and supporting documentation to the external
accountant as required.

¢ Act as a point of contact for the external accountant during preparation of the Trust’s annual accounts.

* Respond to queries from the accountant, investigate discrepancies and provide further information or supporting
evidence as required.

e Work with the CEQO, Treasurer and other relevant colleagues to resolve year-end accounting queries.

e Assist with any year-end adjustments or journals requested or agreed as part of the accounts preparation
process.

e Maintain appropriate records of information supplied and queries resolved.

Audit / independent examination support

¢ Provide financial records, schedules, reconciliations and supporting documentation required for any statutory
audit, independent examination or other external financial review.

¢ Liaise directly with the auditor, independent examiner or external accountant and respond promptly to queries.

e Retrieve invoices, bank records, payroll information, contracts, transaction evidence and other supporting
documentation as requested.

¢ Investigate and explain transactions or accounting treatments where required.

e Work with the CEO, Treasurer and relevant colleagues to resolve audit or examination queries and assist with
completion of the process.

e Assist with implementing any agreed recommendations arising from an audit, independent examination or
external review.
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Person specification

Essential

* Previous bookkeeping, accounts or finance administration experience.
e Practical payroll experience.
e Practical experience of preparing VAT returns.
® Practical experience of partial exemption VAT and associated calculations.
e Experience of bank reconciliations, purchase ledger and sales ledger.
e Experience of raising sales invoices and undertaking credit control.
e Experience of dealing directly with suppliers regarding invoices, account queries and credit accounts.
e Experience of supporting year-end accounts preparation and liaising with external accountants, auditors or

independent examiners.

* Experience of preparing accounting schedules, reconciliations and supporting documentation for year-end
accounts and external review.

e Previous practical experience of preparing management accounts and supporting management reporting.
e Previous practical experience of assisting with budget preparation, forecasting and/or budget monitoring.

e Previous practical experience of Gift Aid administration and claims, including maintaining appropriate supporting
records.

® Good numerical skills and a high level of accuracy.

° Competent Excel and general PC skills.

® Confidence using accounting and online banking systems.

¢ Ability to organise your own workload and meet regular weekly, monthly and quarterly deadlines.

® Ability to handle confidential payroll and financial information appropriately.

® Good written and verbal communication skills and confidence liaising professionally with colleagues,
customers, suppliers and authorised signatories.

* A methodical, dependable and conscientious approach to work.

Desirable

° MAAT qualification or equivalent accounting/bookkeeping qualification.

e Experience using QuickBooks.

® Experience using Moneysoft Payroll Manager.

® Experience administering workplace pensions, particularly The People’s Pension.
e Experience using payment and till platforms such as Stripe, Clover or Zeffy.

® Previous experience working within a charity, conservation organisation or other small organisation.
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How to apply

All applications must be made in accordance with the Trust’s set application procedure. Please read the
requirements below carefully before submitting your application.

Complete the online form
Apply using the Trust’s online application form. Application URL: https://tinyurl.com/HaOT-FO

Upload your documents
Upload your CV and a supporting letter explaining why you are applying for the role and what you
can bring to the Trust.

Check your application
Ensure all required information and documents have been included before submitting the online
form.

Meet the deadline
Your complete online application must be submitted by 9.00am on Monday 21 September 2026.

Applications that are not submitted through the online application form, or that are incomplete, may not be
considered, except where an alternative arrangement has been agreed as a reasonable adjustment.

Reasonable adjustments

The Hawk and Owl Trust is committed to an accessible recruitment process. If you are disabled and require a
reasonable adjustment to any part of the application or selection process, please contact the Trust before the
relevant stage of the process. Where appropriate, an alternative application arrangement or other reasonable
adjustment will be agreed. Candidates invited to interview will also be asked whether they require any reasonable
adjustments to participate fully in the interview or any assessment.

Recruitment privacy

Information provided as part of your application will be processed in accordance with the Trust’s Recruitment
Privacy Notice. This will explain the purposes for which applicant information is used, the lawful basis for
processing, who information may be shared with, how long it is retained, how pre-employment vetting information
is handled, and applicants’ data-protection rights. A link to the Recruitment Privacy Notice will be provided with the
online application form. URL: https://tinyurl.com/HaOT-FO

Evidence of qualifications

Applicants will be required to provide evidence of the qualifications stated in their application as part of the
recruitment process.

Selection process

Shortlisting and interview decisions will be made consistently against the published job description and person
specification, using a documented scoring process. Interviewed candidates will be asked the same core questions
wherever practicable. Due to the anticipated volume of applications, the Trustis unable to provide individual
feedback on the shortlisting or selection process.
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Recruitment timetable
Closing deadline 9.00am, Monday 21 September 2026

Monday 12 October 2026 - in person at Sculthorpe Moor

Interviews
Nature Reserve

Week commencing Monday 23 November 2026 - paid

Training & handover training and handover

Interview availability: Applicants invited to interview must be available to attend in person at Sculthorpe
Moor Nature Reserve on Monday 12 October 2026. Due to the geographical availability of the interview panel,
alternative interview dates and remote interviews will not normally be available. The Trust will consider
reasonable adjustments to the recruitment process for disabled applicants in accordance with the Equality
Act 2010.

Handover availability: The successful applicant must be available during the week commencing Monday 23
November 2026 for paid training and handover with the current postholder. The precise hours for that week will be
agreed in advance.

Pre-employment checks

Any offer of employment will be conditional upon satisfactory completion of appropriate pre-employment checks.
These will include verification of the successful candidate’s Right to Work in the UK, satisfactory references,
evidence of relevant qualifications, a Basic DBS check and a financial integrity/credit check appropriate to the
responsibilities of the post. References will normally be sought after a conditional offer and with the candidate’s
permission. Vetting information will be limited to what is necessary for the role, handled confidentially and
considered fairly and proportionately in relation to the duties of the post; an adverse finding will not automatically
result in withdrawal of an offer unless required by law or justified by the role.
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Equal opportunities

The Hawk and Owl Trust is committed to equality of opportunity and welcomes applications from suitably qualified
candidates from all backgrounds. Recruitment decisions will be based on the requirements of the role and the
applicant’s skills, experience and suitability. Any equality and diversity monitoring information collected through
the application process will be kept separate from selection information and will not be available to those making
shortlisting or appointment decisions.

Further employment particulars

The successful candidate will receive written employment particulars setting out the full terms of employment,
including pay arrangements, the agreed hours and days of work, holiday and bank/public holiday treatment,
pension arrangements, probation conditions, sick pay and absence procedures, notice provisions, required
training and other applicable policies. The principal written statement will be provided on or before the first day of
employment, with any wider particulars provided within the required statutory timeframe.

What we are looking for

We are looking for someone who takes pride in maintaining accurate and well-organised financial records and who
can become a trusted and dependable member of the team. The successful candidate will be comfortable taking
ownership of routine finance processes and working independently, while knowing when to raise queries or seek
authorisation.

Accuracy, confidentiality and reliability are particularly important, as the role has responsibility for payroll, VAT,
banking, supplier payments, credit control, financial reconciliations, management accounts, budget support, Gift
Aid, year-end accounts preparation and support for external accountants, audits and independent examinations.
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