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SAFEGUARDING STATEMENT  
 
“We are committed to safeguarding and promoting the welfare of children and expect all staff, contractors and volunteers to share this commitment.” 
 
JOB DESCRIPTION 
Finance / payroll officer 
 
  
	Date Last Updated  
	Who Updated  
	Comments  

	September 2025 
	Machaela Heavens & Natasha Taylor
	On-going  


 
Responsible and accountable to: Pegasus centre Manager  
  
Purpose of the Role and Key Responsibilities 
 
The purpose of the Finance / Payroll Officer is to provide effective financial management for the Centre ensuring that we meet all financial obligations and statutory requirements. 
 
DESCRIPTION OF POST: 	 
1. To provide high quality financial management through effective implementation of statutory frameworks, legislative guidance, recognised best practice and the annual business plan.  
2. Deliver and follow agreed child protection/safeguarding arrangements. This will include raising concerns with the Manager in the first instance and with committee members and partner agencies as appropriate. 
3. Support excellent working relationships with key partner agencies including Pegasus Childcare Centre Management Committee, Osgodby Primary School, EYE, Lincolnshire County Council, Charity Commission and Ofsted. 
4. Support and enhance the financial security of the Centre by securing additional funding for the centre through IdentifyIng potential funding streams for training, seeking grants and making the relevant applications, as necessary.  
5. To assist the Manager in representing the interests of the Centre at local level. 
6. Work with the Centre Manager and Committee to maintain and implement contingencies of the Risk Register
7. To provide the Committee with financial reports at all Committee meetings. (These may be held outside normal working hours and be in person or via Teams)

Detailed below are the principal tasks and activities associated with your role. Please ensure you have read and understood them as they form part of your overall Contract of Employment with the Centre. Activities and tasks are carried out on a daily, weekly or as required basis. You are a key member of the Centre leadership team which includes a Centre Manager and Deputy Manager. You will be responsible for ensuring that all the activities and tasks detailed in this role description are being performed to the Centre standards.  
  
Your role will be appraised on a regular basis by a designated Committee member, during which your performance will be reviewed and assessed in accordance with personal and centre aims and objectives. Whilst the role description contains specific responsibilities, it is expected that you will have a high degree of integrity and initiative in managing your own performance and self-evaluation.  If you are in any doubt about the role or would like to obtain further guidance, mentoring or training then please contact the Chairperson of the committee.  
 
Main Areas of Responsibility 
1. Effectively manage the financial forecast for the Centre, providing accurate monthly accounts.  
2. Effectively manage the Centre's bank accounts, including both the current account, cheque book, paying in book, and the savings account which must always hold the contingency funds as detailed in the Financial Reserves Policy.  
3. Effectively manage the completion of Year End accounts, ensuring they are passed to the accountants in a timely manner. 
4. Effectively manage the processing of time sheets and wages through Quickbooks Payroll, including the processing of Statutory Sick Pay, Statutory Maternity Pay and holiday pay. To ensure the relevant payments are made to HMRC (including financial year end and corporation tax) and Nest Pension for those enrolled on the workplace pension.  To process new starters, leavers and annual P60 paperwork. 
5. Effectively manage sourcing of the Centre's utilities including electricity, oil, waste disposal, telephone and internet, insurances, accountancy fees, ensuring the sourcing of the best deals when possible. 
6. Effectively manage the resource budgeting for the Centre ensuring the staff have adequate resources to provide high quality childcare and office facilities.  
7. Effectively manage both written and verbal communication with parents/carers and outside agencies as required.  
8. Effectively manage the sourcing of potential funding streams and applications for funding and charitable grants where applicable. 
10. Provide regular financial reports both to the Management team and the Committee as required. 
11. Effectively manage the annual Charity Commission Financial Return for the Centre. 
14. Monitor, review and implement financial policies. 
 
OTHER DUTIES: 
The post holder will be required to carry out such other duties as may be determined from time to time within the general scope of the post.  
EQUALITY AND DIVERSITY: 
The post holder is required to carry out their duties in a way that promotes diversity. 

HEALTH AND SAFETY: 
The post holder will take all reasonable care of themselves and of others who may be affected by their acts or omissions. 
	Qualifications/Training /Experience  
· Maths at GCSE or equivalent
· Experience of quickbooks accounting package an advantage, though training can be given.
· Experience of office administration, including finance.
  
	 
Application form  



Interview  

	 Knowledge/Skills   
· Ability to relate well to children and to adults.   
· Excellent ICT skills  
· Excellent communication skills.   
· Good organisation, planning and prioritising skills.   
· Methodical with a good attention to detail.   
· Ability to work to strict deadlines  
· Highly motivated  
· Great sense of humour  
   
	Application form  Interview  

	 Behavioural Attributes   
· Builds personal relationships with stakeholders, through regular contact and consultation.   
· Accepts, supports and quickly implements change.   
· Identifies and promotes best practice and encourages the sharing of ideas.   
· Proactively seek opportunities to increase job knowledge and understanding.   
· Requires minimum supervision.  
· Takes responsibility for own actions  
· Identifies and overcomes barriers and manages risks.  
· Takes quick and effective action.  
· Demonstrates focused implementation of role and responsibilities.    
	Application form  
Interview  
References  


	In addition to the ability to perform the duties of the post, issues relating to safeguarding and promoting the welfare of children will need to be demonstrated these will include:   
   
· Motivation to work with children and young people.   
· Ability to form and maintain appropriate relationships and personal boundaries with children and young people.     
This post requires the attainment of an enhanced Disclosure and Barring Service certificate.



JOB DESCRIPTION UPDATED SEPTEMBER 2025

Signed					(Centre Manager)    	 Name

Signed                                                (Postholder)     	Name
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