	
	
	



	
	
	





	
Finance Operations Administrator 

	

	

	








	[bookmark: _Hlk185500031]About the Team and the Role
The Finance Operations Admin team play a big part in the Finance Services team, supporting the business, the Finance Operations and Credit Control teams.  The Finance Administrator tasks include the preparation and processing of Adhoc invoices, Indexing and coding, management of payment on delivery invoices, post and allocate receipts transactions from bank statements, preparation and processing month end and year and journals and much more.
The Finance Operations Administration team are based in our Peterborough office and work in the office 5 days a week.  
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
The Finance Operations Administrator will have:
Experience of working in a related role.
Confident user of IT systems and different applications, such as Excel and Word.
Experience of working as part of a team and can work alone.
Good organisation and time management skills
Ability to make decisions.
Be proactive, help find areas of improvement work with a team to find solutions to challenges.
Have excellent communication skills and be able to engage with colleagues across Mencap.
Have a flexible can-do attitude.
Have integrity and professionalism.

Please note: This job description is not intended to be exhaustive. Duties and responsibilities may evolve over time to reflect the needs of the organisation and the role.
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“This isn’t just a job - it’s a chance to help change the lives of people 
with a learning disability and their families. If you’re passionate about 
making a difference, join Mencap in building a more inclusive future.”




	Mencap and our Commitment to Safeguarding
Mencap is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults, and expects all staff and volunteers to share this commitment. 
Successful applicants will be subject to appropriate pre-employment checks, including references and, where applicable, an enhanced Disclosure and Barring Service (DBS) check. 
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