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Job title: Finance Administrator
Location: Sudbury, Suffolk (office-based)
Contract:  Fixed term to March 2027 (with strong potential for continuation, subject to funding renewal)
Hours: Approximately 7.5 hours per week
Salary: £15 per hour
Apply by: 12pm Friday 26th June. You can download an application form from our website www.sudburycab.org.uk/vacancies . Please return completed forms to recruitment@sudburycab.org.uk (Please note that we may close this vacancy early if we receive sufficient suitable applications.)

About the Role
Sudbury and South Suffolk Citizens Advice is seeking a highly organised and detail-focused Finance Administrator to support the day-to-day financial operations of the organisation. Working closely with the Chief Officer and Management Accountant, you will ensure accurate financial records, support efficient processes, and maintain strong financial controls. The role is central to enabling informed decision-making and ensuring compliance with regulatory and reporting requirements.

What We Offer
Supportive and friendly environment
25 days annual leave (pro rata) plus bank holidays and Christmas closure
Pension contribution (6%)
Training and development opportunities
Additional opportunity to increase hours through a finance-related role (subject to skills and experience)





Key Responsibilities- Finance Administrator
Process purchase invoices, staff expenses and supplier payments
Raise sales invoices and monitor debtor balances
Carry out regular bank reconciliations and maintain cashbooks
Support payroll processes including timesheets and liaison with providers
Maintain accurate and well-organised financial records and documentation
Assist with month-end processes including journals, accruals and prepayments
Support grant tracking and restricted fund records
Respond to routine finance queries from staff and suppliers
Support the preparation of reports for trustees and senior leadership
Assist with audit preparation and compliance requirements

Person Specification- Finance Administrator

Essential
Experience of bookkeeping or financial administration
Experience using accounting software such as QuickBooks
Strong attention to detail and accuracy
Good organisational and time management skills
Confidence working with financial data
Ability to work independently and as part of a team
Commitment to the aims and principles of Citizens Advice

Desirable
Experience in a charity or not-for-profit setting
Experience supporting audits or year-end accounts
Familiarity with financial reporting requirements
Experience working with restricted funding or project codes
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