
June 2022 

Finance Officer Job Description 

 

Name of Organisation:  Lewisham Refugee and Migrant Network (LRMN) 

Job Title:    Finance Officer 

Responsible to:   Finance Manager (FM) 

Working hours:   21 hours/week 

Salary:    £25 - £27k (pro rata) + NI + 6% pension contributions 

Location:    LRMN Office, Evelyn Street, SE8 5QX 

 

 

Main Responsibilities 

• Maintain the organisation’s financial records using QuickBooks, ensuring that all 

transactions are accurately and fully recorded ready for management accounts 

and reconciliation reporting. Working closely with the FM to this end.  

 

Specific Responsibilities 

1. Raise sales invoices in QB as required while liaising with the FM.  

2. Review weekly trade debtors reports while liaising with the FM. 

3. Review weekly trade creditors reports while liaising with the FM.  

4. Maintain an accurate purchase invoice register. Once approved, post them in QB 

ensuring to include their PDF copies. Ensure each invoice is accurately allocated 

to the appropriate costing budget. 

5. Maintain an accurate Petty Cash register. Post any petty cash claim together with 

its receipts in QB once they have been approved. Ensure these are correctly 

allocated to the appropriate costing budgets.   

6. Ensuring that all transactions appearing in the current accounts have been 

entered into QB enabling smooth monthly bank reconciliations.  

7. Ensure that at the end of each month the bank account balance matches the 

reconciliation reports form QB. (PDF copy of each QB monthly reconciliations to 

be saved in the share drive). 
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8. Post monthly payroll journals in QB as provided by the payroll bureau and ensure 

that salaries are allocated to the appropriate funder as provided by the FM/CEO 

staff time allocation schedule.    

9. Maintain the Pleo account and record each transaction from it in QB, while liaising 

with the FM. 

10. Ensure that all transactions are posted in QB by the 10th of each month.  

11. To assist and liaise with FM and CEO when required.  

12. Assist FM and Treasurer during preparation of Year End Audit when required.  

 

Other Duties 

1. To participate in LRMN staff meetings, maintaining a high level of professionalism 

and contributing skills and knowledge towards best practice for the organisation. 

2. To attend supervision and appraisal meetings and other relevant activities. 

3. To be administratively self-servicing. 

4. Work flexibly as agreed to meet the demands of the service – this may involve 

evening and weekend work. 

5. Maintain confidentiality in all matters relating to the work of the organisation. 

6. Comply with LRMN’s policies and procedures 

7. Positively promote LRMN and its work 

8. Undertake any other work as may be reasonably requested. 

 


