	
	
	



	
	
	





	
Finance Operations Coordinator 

	

	

	








	[bookmark: _Hlk185500031]About the Team and the Role
The Finance Operations team sits within the Finance Services teams, and supports Mencap by processing all finance transactions required to maintain the sales, purchase and general ledgers. The team are based in Peterborough, and a mixture of office and home working. The team currently come into the office on Mondays and Thursdays, and work from home Tuesday, Wednesday and Fridays.
As a Finance Operations Coordinator you would be responsible for the management of billing for payment on service delivery and manage amendments to recurring billing. This also includes including updating our CRM system, sales ledgers and funder portals as appropriate. You would also manage the posting of receipt transactions from multiple bank statements and prepare and process month and year end journals for several business units. You would also be required to provide monthly and ad hoc reporting of transactional data. 
You would also be required to collaborate and work effectively with other finance colleagues and stakeholders across the business to build trusting relationships and a good understanding of their requirements of processes. As a Finance Operations Coordinator you would support process improvement and ways of working to ensure that what we do is efficient and effective.
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AI-generated content may be incorrect.]What you will bring to the role (Essentials)
As a Finance Operations Coordinator you will bring the following to the role:
· Be able to maintain a high level of accuracy and attention to detail.
· Be adaptable to change and work flexibly.
· Manage a variable workload and conflicting priorities. 
· Have excellent communication skills, be able to collaborate effectively with finance colleagues, internal and external stakeholders. 
· Have excellent problem-solving skills, along with the ability to identify areas of improvement.
· Have excellent knowledge and experience of using Microsoft work packages, such as Excel.
· Be a team player and have the ability to work alone.
· Have previous experience of working in a Finance team, such as Accounts Receivable
· Have an AAT qualification at level 3 or equivalent. 

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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