
FINANCE ADMINISTRATION OFFICER VACANCY 
 

AN AMAZING OPPORTUNITY TO JOIN US  
AND HELP PROVIDE FUNDING TO 

SUPPORT TRANSFORMATION IN THE LIVES OF THE RESIDENTS AND 
COMMUNITIES SERVED BY THE SOCIAL HOUSING SECTOR 

 
The Longleigh Foundation is a grant-making charity that was established, five years ago, by the 
social housing provider, Stonewater. We are dedicated to supporting the individuals and 
communities served by the social housing sector through the funding we distribute and support we 
provide.   
 
Our social mission is to support how social housing providers enable transformation in the lives of 
their residents and communities, becoming the charity partner to the sector.  
 
We are in the minority of funders that provide grants to individuals and organisations. This helps us 
to enable transformation a life at a time, a community at a time and, via our research grants, to 
influence change at a wider, societal level.   
 

 
Over the last few years our work has expanded 
quite dramatically and we have a plan for the 
coming years that sees us wanting to develop 
more partners so our model can support more 
people and more communities.  
 
As a result, we are looking to appoint a part-time 
Finance Administration Officer to support the 
Finance and Operations Manager in maintaining 
timely and accurate financial records.  
  

 
 



This is a home-based role but some travel will be required when it is permitted and safe to do. We 
need someone who can work well from home and has the drive and motivation for our mission to 
demand great productivity of themselves. And, whilst you might be home-based, there is lots of 
ongoing engagement that you’ll be able to have with our mission-driven and values-led team to 
keep you feeling energised and connected to something that has such amazing potential.  
 
We are looking for someone who believes in our social mission and wants to be in a values-led 
working environment, where our values are truly lived. Our ideal candidate will radiate a personable 
approach. You’ll recognise the importance of accurate data entry and great administrative skills. We 
are looking for someone who will embrace being a key part of a small team where ideas are 
welcomed and will certainly be heard. For the right person, we’re a place where you can develop 
and have the opportunity to play a key part in how we continually improve all that we do. 
 
You may not have worked for a charity or in finance before, but to be suitable for this role, you’ll 
need to be self-motivated, willing to learn, have a good attention to detail, have good standard of 
literacy, numeracy and IT skills and be able to process financial records accurately.  
 

 
If you’re interested in finding out more 
about this role, please head to the News 
page our website 
(https://longleigh.org/finance-
administration-officer-job-vacancy/) where 
you’ll find the job description and 
instructions on how to apply. Whilst you’re 
on the website, we’d encourage you to 
have a good look around. Take in some of 
the video case studies of projects we’ve 
funded; find out more about us and how 
we work; read some of the news stories; 

and, have a look at our annual review.  
 
 
The closing date for us to receive your CV and supporting statement is midnight on Sunday 15th 
August and your information should be sent to our Finance and Operations Manager, Kelly Read, on 
kelly@longleigh.org.  
 
We’ll be holding Zoom-based interviews on Tuesday 31st August so we’ll let those we’d like to invite to 
an interview know by Thursday 19th August along with details about how to prepare for the interview.  
 
We look forward to hearing from you!  
 
Warm regards, 
 
The Longleigh Team  
 
Email: contact@longleigh.org  Website: www.longleigh.org  Twitter: @LongleighFound 
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FINANCE ADMINISTRATION OFFICER 
JOB DESCRIPTION  
June 2021 
 
KEY INFORMATION ABOUT THE ROLE 
SALARY  £23,759 (pro-rata to £14,255) 
HOURS  21 hours per week, working pattern to be agreed 
HOLIDAYS  25 days per annum plus Bank Holidays (pro-rata) 
REPORTING TO Finance and Operations Manager 
LOCATION Home Based, preferably within travelling distance to 

Surrey/London. 
 
MAIN AIMS OF THE POST 
• To champion and demonstrate a commitment to the pursuit of Longleigh’s social mission 

and values.  
• To deliver the day-to-day finance administration for Longleigh to a high standard.  
• To support the Finance and Operations Manager in monthly, quarterly and annual 

financial procedures.  
• To provide high quality service to all stakeholders that includes the Longleigh staff and 

trustee team, third party suppliers, our founding donor’s staff members and applicants 
for our funding.  

 
KEY DUTIES AND RESPONSIBILITIES 
• To ensure purchase invoices and bank transactions are posted accurately and in a 

timely manner on to Longleigh’s financial system, Xero. 
• To check purchase invoices against orders/quotes to ensure they are correct and to 

liaise with suppliers when a difference arises.  
• To check purchase invoices are authorised correctly, using our online ApprovalMax 

system.  
• To raise online payments for authorisation, ensuring bank details and amounts to pay 

are accurate. 
• To take responsibility for completing month end reconciliations, such as bank and credit 

card reconciliations. 
• To support the Finance and Operations Manager with other monthly procedures, such as 

cash flow forecasts, management accounts, investment reconciliations and individual 
grant database reconciliations.  

• To support the Finance and Operations Manager with the year-end statutory accounts 
and external audit.  
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• To be aware of Internal Financial Controls in Longleigh’s Financial Standing Orders and 
check they are being adhered to, with the support of the Finance and Operations 
Manager.  

• To attend a regular 1-1 supervision and annual appraisal meeting with your line manager.  
• To attend required meetings (internally and externally) that support the development of 

the Longleigh Foundation team and its ways of working. Some travel may be required 
(as permitted) for these meetings.  

• To be aware of and follow Longleigh Foundations policies and procedures. 
• To undertake any other reasonable duties, such as general administrative or customer 

service tasks, that befits being part of a small team or supports the fulfilment of the 
main aims of the post.  

 
ABOUT US 
The Longleigh Foundation is a grant-making charity and our social mission is to support 
transformation in the lives of residents and communities, becoming the charity partner 
to the social housing sector.   
 
We were established by one of the UK’s leading social housing providers, Stonewater, who 
recognised that the impact of public spending cuts and welfare reform was deepening the 
vulnerability and unmet needs of many of their residents.  
 
In the face of cutbacks, and even the disappearance, of services from local authorities and 
charities our funding programmes support Stonewater residents on an individual basis as 
well as community-based projects that are addressing themes that may disproportionately 
affect people living in social and supported housing.  
 
As we move onto the next stage of our development, which is to grow our overall fund size 
and to be as effective as we can, we are looking to recruit a Finance Administration Officer 
to work closely with, and support, our Finance and Operations Manager.  
 
We are looking for someone who believes in our social mission and wants to be in a values-
led working environment, where our values of being compassionate, collaborative, agile, 
insightful and ethical are truly lived. Our ideal candidate will radiate a personable 
approach. You’ll recognise the importance of accurate data entry and great administrative 
skills. We are looking for someone who will embrace being a key part of a small team where 
ideas are welcomed and will certainly be heard. For the right person, we’re a place where you 
can develop and have the opportunity to play a key part in how we continually improve all 
that we do. 
 
You may not have worked for a charity or in finance before, but to be suitable for this role, 
you’ll need to be self-motivated, willing to learn, have a good attention to detail, have good 
standard of literacy, numeracy and IT skills and be able to process financial records 
accurately.  
 
APPLYING FOR THIS POST 
Longleigh embraces diversity in building a team that brings lived or learned 
experiences of the issues that can most adversely affect the quality of life and 
aspirations of vulnerable individuals and families and for disadvantaged communities. 
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As such, we welcome – with wide open arms – receiving a wide range of applications for 
this role.   
 
To apply for this post, please send your CV and a supporting letter of no more than 
three pages of A4 (size 12 font) to our Finance and Operations Manager, Kelly, at 
kelly@longleigh.org by midnight on Sunday 15th August 2021. 
 
Your supporting letter should be focused on:   
• Why you are suitable for this role. 
• Examples of any experience related to the key duties and responsibilities of this role.  
• Helping us understand how you fit with our mission and values (as stated in this 

document)  
 
We will be shortlisting applications on Wednesday 18th August and letting candidates 
know if we would like to invite them to an interview by Thursday 19th August. Zoom-
based interviews will be held on Tuesday 31st August.  
 

 


