
 

 

Job Description 

Title:    Finance Assistant 

Responsible to:  Head of Finance 

Location:   Regular presence in Bath plus some remote working 

About Designability 

Designability is an independent, national charity that enables disabled people to live with greater 
independence. Our expertise is in user-centred design, creating products with and for disabled 
people to improve and enrich their lives. 

The common thread through all of our work is in the design, creation and provision of a product to 
increase independence for disabled people. This is not just about products people need, but 
products they want to use. 

We deliver choice by involving disabled people across our organisation and throughout the design 
process to create innovative product solutions not available elsewhere. We create great looking, 
easy-to-use products that go beyond basic functionality and we partner with industry to help as 
many people as we can – we’ve transformed over 300,000 lives to date. 

As a charity, our mission is get the right products into the hands of those who need them. We build 
prototypes and develop products in response to specific needs, in the hope that our products will 
inspire new markets to blossom. 

Purpose of the role 

The primary purpose of the role is to support the Head of Finance and the Finance Officer to manage 
the finances of the charity. This role will be critical in maintaining accurate financial records for all 
internal and external reporting, as well as assisting with the month end and year end procedures. 
You will also play a key supporting role in driving change forwards to improve our systems and 
processes.  

Responsibilities: 

• Maintain purchase and sales ledgers to ensure they are up to date and accurate, working closely 
with the Sales and Purchasing Administrator.  

• Completing reconciliations of all bank accounts and credit cards. 
• Maintaining the Fixed Asset Register and preparation of monthly depreciation journals. 
• Completing balance sheet reconciliations and preparing relevant journals.  
• Preparation of supplier payments and remittance advice, along with credit control. 
• Preparing overhead costs monthly recharge journals. 
• Supporting on and completing other month end and year end procedures as required. 
• Maintaining the supplier database.  
• Supporting on any ad hoc or project work to improve financial systems and processes.  
• To be committed to the work of Designability and work in accordance with the organisation’s 

policies and procedures. 



 

• To conduct such other duties as may be required by the organisation from time to time. 
• Willing and able to undertake work outside normal hours and to travel as required.  

 
Terms of employment 

This post has a 6 month probation period. 

All staff within Designability are subject to a basic Disclosure and Barring Service Check before  
an appointment can be confirmed. If the role requires direct contact with children or vulnerable 
adults, then an Enhanced DBS check would be required. 

Person Specification 

 Criteria Essential Desirable 

Qualifications Accounting qualification  - AAT Level 2  or 
other 

 

Experience & 
Knowledge 

Significant relevant experience  

Excellent working knowledge of Sage 50 
accounting system and Microsoft Office 
applications 

Experience working in the charity 
sector  

 

Skills Thorough and focused with a high level of 
attention to detail 

Strong interpersonal skills, with ability to 
build relationships across the organisation 
and with external stakeholders 

Excellent team working and communication 
skills, as well as ability to work 
independently 

Ability to plan, organise and prioritise own 
workload 

  

  

 

 

 

 

Attributes Multitasker accustomed to working to tight 
deadlines 

Good team worker, able to build strong 
relationships throughout the organisation 

  

  

  

  



 

Self-motivated, confident and can-do 
attitude  

Demonstrates a positive attitude to change  

Willing and able to take on responsibility for 
tasks, and learn new skills and systems 

Committed to good governance and 
effective processes 

 

 

Benefits that come with working for Designability 

Looking after its employees is important to Designability – supporting everyone to be happy and 
healthy means that we live our values of being creative, practical and inclusive and in turn meet our 
mission to enable disabled people to live with greater independence.  

To find out what benefits we currently offer to our team, please visit: 
https://designability.org.uk/benefits-that-come-with-working-for-designability/  
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