
Job Description 

Job Title 

Finance Assistant 

Location 

London Central Mosque 

Reports to 

Human Resource Department 

Contract Type 

Part-time (3 Days a week) 

Salary 

£14.00 Per Hour 

Job Purpose 

The Finance Assistant will support the Finance Manager with basic day-to-day finance and bookkeeping tasks. 

This role is ideal for someone starting their career in finance who is keen to learn and develop within a charity 

environment. Full training and support will be provided. 

Key Responsibilities 

• Assist the Finance Manager with daily finance tasks 

• Record donations, grants, and other income accurately 

• Check, record, and file supplier invoices 

• Help prepare payments under supervision 

• Assist with simple bank and cash reconciliations 

• Keep financial records accurate, organised, and up to date 

• Help maintain Gift Aid records and support Gift Aid claims 

• Assist with basic financial reports when required 

• Support year-end finance processes and audits when asked 

• Follow the charity’s financial policies, procedures, and controls 

Person Specification 

Essential 

• Basic numeracy and attention to detail 

• Good organisational skills 

• Willingness to learn and follow instructions 

• Basic IT skills (Microsoft Word, Excel, email) 

• Ability to handle confidential information 

• Ability to work well as part of a team 

Desirable 

• GCSEs (or equivalent) in Maths and English 

• Some experience in an office, finance, or administrative role 

• Interest in finance, accounting, or charity work 
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