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WE ARE WOMEN IN SPORT  
At Women in Sport our vision is a society where gender equality exists in every sphere.  We’re advancing gender 
equality through and within sport; empowering women and girls through sport and transforming the sport sector. 
 
We are looking for a Finance Officer to join the team and support us in delivering our ambition. We need someone 

who is pro-active and keen to propose and implement change that brings efficiency to our way of thinking and 

working.  

You will join our Finance and Operations team, you will have a highly flexible and adaptable approach to work and 

want you day job to make a difference to society.  An interest in women’s sport will help but you do not need to be 

‘sporty’ – in fact we value a diversity of experiences of sport in our team.  Come and be part of this exciting new era 

for women’s sport.  

ABOUT US  
We’re committed to equality and operate within a culture and structure that recognises diversity and strives to be 

fair.  We live by our values of Fairness, Insight-led, Collaborative and Challenging, and we aim to have an 

entrepreneurial and flexible approach to work.  Our ‘Culture Club’ works across the charity to ensure Women in 

Sport is a great place to work.  

We’re about to move to the House of Sport in Borough; a fantastic new office space full of other sports 

organisations and with great facilities. The office offers us the flexibility to work in a hot-desking environment, 

alongside all the ‘Big Office’ facilities of great broadband, a selection of well-equipped meeting rooms and break-

out space.  It suits our fast-paced, enthusiastic attitude and allows us the flexibility we need to respond to change. 

We’re a small team, but we’re doing big things. Advancing gender equality through and within sport isn’t easy, but 

we’re committed to making the biggest difference we can.  If you want to help us achieve our vision, why not 

consider a career with Women in Sport. 

THE ROLE  
Reporting to the Head of Finance and Operations, the role has responsibility for bookkeeping and producing for 

cost centre reports and management accounts. 

This is a new role and will take over some operational aspects of the finance function from the Head of Finance and 

Operations. It is a very hands on role. 

This is an office-based part-time role of 21 hours per week.  We are happy to discuss how the hours would be split 

across the week to suit you and your other responsibilities. 

  



 

RESPONSIBILITIES 

• Run the month end processes and bookkeeping for the organisation, including posting invoices and 

journals to Sage 50 

• Carry out reconciliation of bank accounts, control accounts, payment processing etc. 

• Support the annual budget setting processes and periodic forecast collection 

• Preparation of financial returns for external funders  

• Support the Head of Finance and Operations with year end accounts and the audit  

• Prepare Payroll for an external supplier. 

• Update and maintain pension payments and reconciliations. 

• Support the Engagement team to submit gift aid claims 

• Carry out payment runs and credit card processing 

• Be part of the Finance and Operations team and provide cover when require for other team members 

EXPERIENCE & SKILLS 

• Bookkeeping experience 

• Adept with finance systems and processes 

• Charity experience desirable but not essential 

• Work collaboratively in a team environment - able to interact with the team and provide clear concise 

explanations of complex financial matters  

• Problem solving skills, be proactive and forward thinking  

• Able to work in a fast-pace environment, with a 'can do' attitude 

• IT literate with knowledge of all Microsoft packages.  

PERSONAL ATTRIBUTES 

• Self-motivated, resilient and level headed  

• Able to multi-task and manage own workload 

• Enthusiasm, energy and willingness to meet challenging demands, work to deadlines and initiate and 

sustain improvements in service  

• Demonstrable commitment to the ethos of equality and diversity  

• Self-disciplined, with excellent attention to detail  

TO APPLY 
Please submit a covering letter (maximum 2 sides A4) with a detailed CV to careers@womeninsport.org The 

covering letter should explain why this role interests you and how your experience addresses the criteria set out in 

the Role Specification 

Closing Date for Applications:  29/08/2017 

We look forward to hearing from you.  

August 2017 


