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FOR A HAPPIER,
HEALTHIER SCOTLAND





PATHS FOR ALL 

JOB DESCRIPTION 
Post Title: Finance and Grants Administrator

Responsible to: Finance and Grants Manager
 
The postholder is responsible for finance and grant management administration to support the delivery of our range of grant funding programmes.
MAIN ACTIVITIES
1. Manage a range of administrative tasks including financial support for all PFA grants, grant claims, financial reporting and bank payments relating to grants.
2. Support our range of Funding Programme teams in the management and development of grants via the online grants package (Grants for All).

3. Maintain the electronic filing for all Grants. 

4. Support and contribute to the monitoring and evaluation of grants for PFA including updating relevant databases and spreadsheets.

5. Process transactions including purchase ledger, sales ledger, nominal ledger, bank posting and helping resolve any related issues.

6. Support non-financial teams with financial processes and documentation.

7. Monitor and process staff expenses on a monthly basis and coordinate the management of company credit cards.

8. Support the Finance and Grants Manager and the wider team in improving administrative support processes.

9. Ensure that the duties and responsibilities of the post are carried out in accordance with the vision, strategy, objectives, policies, and operating guidelines of PFA.

10. Undertake any other duties appropriate to the post and in accordance with the needs of PFA.

11. This job description will be reviewed periodically and updated as required in consultation with the post holder.
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