[bookmark: _GoBack]Job Advert: Finance Assistant
Location: St Kentigern Hospice, St Asaph, Denbighshire
Contract: Part-time (22.5 hrs pw, flexible hours available - initially 6 month contract
Salary: £16,537pa
About Us
St Kentigern Hospice provides compassionate, specialist palliative care to people with advanced life-limiting illnesses and support for their families. Our work is only possible thanks to the dedication of our staff, volunteers and supporters. We are looking to appoint a Finance Assistant to join the team, maintaining a high standard of financial management ensuring that our services are sustainable for the future.
The Role
As Finance Assistant, you will play a key role in the smooth running of our hospice’s financial operations. You will support the Finance Manager with day-to-day tasks, ensuring accuracy, compliance, and timely processing across all financial activities.
Key Responsibilities
· Processing invoices, payments, and receipts in line with hospice policies
· Supporting the preparation of monthly management accounts and financial reports
· Reconciling bank statements 
· Maintaining accurate records and filing systems
· Liaising with suppliers, staff, and external stakeholders regarding finance queries
· Contributing to the continuous improvement of financial processes
· Assisting in the lottery department function, including ensuring that there is a continuity of service when the Lottery Co-ordinator is absent.
About You
We’re looking for someone who is:
· Experienced in finance administration or bookkeeping (AAT qualification desirable but not essential)
· Proficient in Microsoft Excel and accounting software packages
· Highly organised with excellent attention to detail
· Able to work independently, confidentially and as part of a team
· A strong communicator with a positive, team-focused attitude
· Compassionate and aligned with the values of hospice care
What We Offer
· A supportive and caring working environment
· Opportunities for professional development and training
· Generous holiday entitlement and pension scheme
· Free parking
· Staff menu
· Flexible hours if required
· The chance to make a meaningful difference in people’s lives every day
How to Apply
Please send your CV and a covering letter to Nichola McGowan accounts@stkentigernhospice.org.uk by 9th January 2026.

