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Oasis Church in the community...




Job Description : Administrator & Finance worker
Role: To offer administrative support for all aspects of housing management and finance
Duties & Responsibilities

· To provide admin support to The Bridge Leader for all aspects of contractual agreements and compliance including:

· Legal Agreements

· Housing Management (inc Weekly maintenance checks at all houses including the reporting and monitoring of maintenance and remedial work, weekly fire system checks)
· Health & Safety

· To provide admin support to The Bridge Leader for all aspects of financial control and maintain the admin procedures for:
· Receipt and monitoring of Service charge

· Receipt and monitoring of Housing Benefit

· Preparation of weekly banking

· SAGE input and preparation of management accounts

· Preparation of all documents for annual audit

· To provide financial reports as required by the project leaders / church leaders and trustees

· To work with The Bridge Leader to prepare annual budgets
· To participate in team training and team meetings and staff prayer meetings as required

· To pursue professional development appropriate to the job role and for personal development

· Ensure that Licence Agreement / In House Agreement / Staff Code of conduct are fully upheld with regard to the obligations of residents and staff.

Applications for this position will close on Monday, 20 December 2010. To request further information or an application form please contact:

Jackie Medler, General Manager - jackie@thebridge.uk.net
Jon Smith, Service Manager  – jon@thebridge.uk.net 

Tel: 0121 663 0103
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