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About us

We support the five
hospitals of Imperial
College Healthcare
NHS Trust: Charing
Cross, Hammersmith,
Queen Charlotte’s &
Chelsea, St Mary’s
and the Western Eye.

Imperial Health Charity helps our hospitals do more through
grants, arts, volunteering and fundraising.
We fund major redevelopments, research and medical equipment
at five London hospitals as well as helping patients and their
families at times of extreme financial difficulty.
Supporting the arts in healthcare, we manage an Arts Council
accredited hospital art collection and run an arts engagement
programme for patients and NHS staff.
We also manage volunteering across all five hospitals, adding
value to the work of staff and helping to improve the hospital
experience for patients.
Fundraising through major appeals and community events
enables us to continue our essential work.
How we work
The charity is governed by a Board of Trustees, chaired by David
Crundwell, and led by a Chief Executive, Ian Lush. Our central
offices are in Edgware Road, with satellite offices at the Trust’s
three main sites. We are managed through six departments:
grants, arts, volunteering, fundraising, communications and
finance.

IMPERIAL HEALTH CHARITY - FINANCE OFFICER JOB PACK

Our hospitals

Supporting the Trust,
we help our
hospitals do more
through grants, arts,
volunteering and
fundraising.

Imperial College Healthcare NHS Trust provides acute and
specialist healthcare for around 1.5 million people every year.
Formed in 2007, it is one of the largest NHS trusts in the country,
with over 14,000 staff.
Its five hospitals are Charing Cross, Hammersmith, Queen
Charlotte’s & Chelsea, St Mary’s and the Western Eye.
The Trust’s hospitals have a long track record in research and
education, influencing clinical practice nationally and worldwide.
The Trust also has a growing number of community services and
provides private healthcare in dedicated facilities on all of its sites.
As a key partner in our local health system, the Trust drives
healthcare innovation, delivering outstanding care, education and
research with local, national and worldwide impact. Its promise is
better health, for life.
At the peak of the Covid-19 pandemic, Imperial College Healthcare
was among the busiest NHS trusts in England, treating thousands of
patients affected by the virus.
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The role
We are recruiting
for a Finance Officer
to join our team on
a full-time basis.

Hours:
Full time (35 hours per week)
Duration:
Permanent (pending successful completion of probation period
of six months)
Salary:
£33,949
Notice period:
Two months (four weeks if within probation period)
Probation period:
Six months
Reports to:
Financial Controller
Place of work:
Charity Office, 178-180 Egware Road, London, W2 2DS
Safeguarding
At Imperial Health Charity we are committed to the safeguarding
and protection of children and adults at risk in our work. We will
do everything possible to ensure that only those who are suitable
to work with these vulnerable groups are recruited to work for us.
This post is subject to a range of vetting checks, including a
criminal records disclosure.
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Main duties and
responsibilities
The Finance Officer
will be involved in
all aspects of the
charity’s financial
operations.

As a key part of a small finance team, the Finance Officer will be
involved in all aspects of the charity’s financial operations. They
will be responsible for the day-to-day transaction processing that
will see them work closely together with the charity’s fundraising
and grants departments as well as the wider team of fund
advisers at Imperial College Healthcare NHS Trust and Imperial
College London.
1. Transaction processing
•

Process, post and reconcile statement to cashbook entries.
Ensure records are processed in a timely manner

•

Investigate queries, follow up and resolve reconciling items for
bank reconciliations in timely manner for month end purposes

•

Process donation income entry into fundraising CRM iMIS,
receipt processing, expenditure entry, direct debit, and faster
payment journal processing

•

Grant accrual management, accrue for new grants made in
the finance system. Update the finance system with any grant
write-backs

•

Prepare and enter journals for monthly management
accounts (including depreciation, rent accrual, payroll as well
as others as seen relevant)

•

Issue VAT exemption certificates.

2. Reconciliations
•

Credit card reconciliation with staff purchases/form, code and
enter onto system

•

Reconcile donation income between fund statement and the
various sources of donation pages (AIB/ SagePay/ Just Giving/
Virgin Money Giving/ Stripe/ American Express)

•

Reconcile donors control account on a regular basis, resolve
discrepancies

•

Reconcile to iMIS data to PS Financials. Work with the
fundraising team and external consultants to resolve any
matters
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•

Reconcile Vodafone mobile phone charges to direct debit
payment. Process split costs to correct coding

•

Reconcile fund imbalances on grants, resolve discrepancies,
identify, and correct errors.

3. Purchase ledger
•

Process and prepare incoming invoices/credit notes/payment
requests

•

Send invoices to relevant SMT members/fund advisors for
authorisation

•

Code up and register invoices/credit notes on the finance
system

•

Generate and submit weekly payment runs via BACS system

•

Provide suppliers with remittance advice

•

Peer review coding and backing documents for payments.

4. Sales ledger
•

Process and distribute incoming sales invoice requests

•

Credit control – ensure outstanding balances are paid/followed
up on time.

5. Banking
•

Bank and code cheques

•

Bank receipts daily update for non-staff team

•

Petty cash management, petty cash entry onto system, collect
money from bank for petty cash if necessary.

6. Mail management
•

Open and sort physical mail (when the office is open)

•

Open, rename and save scanned images of physical mail into
relevant folders, process as appropriate (when the office is
closed)

•

Keep finance generic email box ‘tidy’ on an ongoing basis,
highlight urgent payment requests. Organise incoming emails
into sub-folders as appropriate. Forward emails to colleagues.
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•

Attend promptly to queries of colleagues, fund advisors,
customers, and suppliers.

7. Project work
•

Actively participate in ad hoc finance projects

•

Be open to process improvements, share ideas

•

Create easy-to-use process notes to document for audit and
training purposes.

8. General duties
•

Assist the finance team where needed

•

Maintain accurate records for stakeholders, including
communication history, adhering to our data protection
obligations and records management principles

•

Take an active part in department and whole charity team
meetings, contributing agenda items and undertaking
assigned actions as required

•

Take an active part in and collaborate with peers and
colleagues across the charity’s work, bringing your own
experience and perspective so that we harness the value of our
shared contributions

•

Participate in regular supervision, objective-setting/
monitoring and actively engage in your own job-related
development throughout the year

•

Champion the charity’s Code of Behaviour and act as a role
model, ensuring that our safeguarding and other key policies
and procedures are adhered to at all times so as to protect the
people we work with and our reputation.

A job description does not constitute a ‘term and condition of
employment’. It is provided only as a guide to assist the
employee in the performance of their job. The charity is a fastmoving organisation and therefore changes in duties may be
necessary from time to time. The job description is not intended
to be an inflexible or finite list of tasks and may be varied from
time to time after consultation/discussion with the post holder.
Personal development
Your line manager will agree annual objectives and a personal
development plan, which will include training as an essential
element of the role.
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The person
We are looking for a
motivated Finance
Officer with the
ability to work under
their own initiative.

Previous experience
Essential
•

Experience of working on finance systems

•

Experience of working in a finance team.

Desirable
•

Experience of working in an NHS charity

•

Experience of PS Financials and/or iMIS.

Skills, knowledge and ability
Essential
•

Able to use own initiative to solve problems or to seek out
assistance when necessary

•

Ability to establish, build and maintain relationships with
people at all levels and from a variety of backgrounds, both
externally and within the charity

•

Ability to communicate effectively, both verbally and in writing,
and present information appropriately to a range of audiences

•

Commitment to collaborative teamwork and inclusive
working, ensuring quality and valuing diversity

•

Proactive in their approach to work.

Desirable
•

Knowledge of finance within a charity

•

Qualification in a recognised accounting qualification or
working towards a relevant qualification.

Personal
Essential
•

Excellent and demonstrable interpersonal skills
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•

Confidence in inspiring, motivating, engaging, and enthusing
staff and stakeholders

•

Ability to thrive under pressure and deliver results

•

High standards of personal conduct, honesty, and integrity

•

A customer-focused approach, seeking to make systems,
processes, and information accessible and user-friendly

•

Clear-thinking, pro-active, and solutions-focused - able to
manage competing demands, make effective decisions, be
flexible and think creatively to come up with solutions to
problems

•

Committed to awareness of issues of equality and cultural
diversity.

Other requirements
Essential
•

Committed to the values and principles upon which the NHS
operates

•

Ability to work flexibly to meet the needs of the role

•

Ability to travel between hospital sites in west London

•

No envisaged barriers to obtaining DBS disclosure.

Benefits

We value our staff
and offer a range of
exciting benefits in
return for their hard
work and dedication.
Here’s a summary
of the benefits we
currently offer our
staff.

•

Holiday entitlement
25 days per year plus bank holidays (increasing by one day a
year up to a maximum of 33 days), plus an extra day’s holiday
to be taken one week either side of your birthday.

•

Maternity, paternity and adoption leave
Above the statutory minimum requirement.

•

Sick leave and compassionate leave
Above the statutory minimum requirement.

•

Sabbatical requests and volunteering leave
Sabbatical request available after five years’ service and
additional opportunities to take volunteering leave.

•

Healthcare support
Support towards healthcare costs, including eye tests and
dental, and support with mental health through counselling;
additional access to gym discounts.

•

Season ticket loan
An interest-free loan to cover the cost of a season ticket to and
from your place of work (available after successful completion
of four weeks employment.

•

Life assurance
Death in service payment up to three times your annual salary.

•

Pension
We pay employer’s contributions of 10 per cent of your annual
salary to the charity’s workplace pensions, provided by Aviva.

•

Staff Arts Club
Free entry to London galleries and discounts to music, cinema
and theatre events.

•

High street discounts
Access to a range of high street and online discounts through
the purchase of the Blue Light Card.

•

Annual training allowance
We value the professional development of our staff and
allocate an annual £1,000 individual training allowance.

How to apply

Applications for
the Finance Officer
role are now open!

To apply for this role, please contact Jake Robinson at Reed:
T: 0330 175 0097
E: jake.robinson@reed.com
Applications will be reviewed as they are received.
All job offers with Imperial Health Charity are subject to
satisfactory pre-employment checks and references.
Candidates invited to interview are encouraged to get in touch
with us to discuss any support or adjustments they may require
as part of the interview process. One of the referees provided
should please be their most recent employer. Professional
contact details should be provided for referees where possible
(i.e. company/org emails and or HR departments).
The DBS check level required for this role is standard.
Imperial Health Charity reserves the right to close this advert
early if sufficient applications are received prior to the advertised
closing date.

