Greater Manchester Immigration Aid Unit (GMIAU)
Job Description

POST:
Finance and Legal Administration Assistant
SUPERVISED BY: 


Finance and Admin Manager
RESPONSIBLE TO:

Operations Director
HOURS:



35

GRADE:
Payscale 7 to 12 or £24,204 to £26,421 based on experience
HOLIDAYS:



28 days
PENSION:
Matched contributions up to 6%
TERM: 



Permanent
If you have direct experience of the immigration or asylum systems, we particularly want you to apply. We’re committed to support you to develop in this role and if you want to ask any questions or have a chat before you decide to apply, please get in touch with Liz on 07529 221 686 or via email at liz@gmiau.org – we want to hear from you. 
We are proud to be a member of the Experts by Experience Employment Network (www.ebeemployment.org.uk), which aims to increase representation of people with lived experience in the charitable sector. Please feel free to use information and resources at https://www.ebeemployment.org.uk/ebe which may help in preparing your job application.
DUTIES AND RESPONSIBILITIES

1. Purchase ledger - processing of supplier invoices in Xero accounting system, coding for Legal Aid Agency (LAA) and project purposes, preparing payment runs.
2. Sales ledger – preparing invoices and allocating payments in Xero.
3. Ensuring Legal Aid Agency (LAA) requirements are complied with.
4. Legal file opening and closing in compliance with LAA requirements and GMIAU standards.
5. Assisting in the maintenance of computerised databases, file storage and archive management.
6. Payroll administration – collecting new starter information, liasing with our third-party payroll provider, inputting payroll data into Xero.
7. Stationery and office supplies management and ordering.
8. Maintenance of the asset register and setting up of new staff with required equipment.

9. Maintenance of health & safety checklists in collaboration with senior management.
10. To attend training as required by GMIAU. 
Full training will be given on all systems with exam support provided as required.
General

1. To be self-servicing, including copying, scanning and maintaining computerised records. 
2. To work within the GMIAU structure and supervision framework. 
3. To attend team meetings and training sessions.
4. To carry out all duties with due regard to equality principles and to challenge discrimination. 

5. To carry out all duties with due regard for the health and safety of yourself and others.
6. To carry out other duties which are commensurate with the duties of and responsibilities within this job description as directed by the Operations Director, Chief Executive or Board of Trustees. 
