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Our vision

The JDA’s vision is of a world where there are no barriers to communication and understanding between D/deaf and hearing people; a world with respect, inclusion and equality.

Our aims

Our range of support services ensures that older Jewish Deaf/Deafblind people receive the care and support they need to lead full, independent lives and that the Jewish Deaf/Deafblind community has access to information and outside services, placing them on an equal footing with hearing people.  
Our community centre provides a social network, thus alleviating the social exclusion otherwise experienced by Deaf people and ensuring that Deaf people have access to a range of stimulating activities, all areas of their culture and faith, a sense of belonging and a positive identity.  

By providing training and a range of support services, we ensure that the needs of people with       a hearing loss (including that acquired through illness or age and including adults and children    who communicate using speech), and  those who live with or care for them,  are understood and
supported, thus improving quality of life.  

Job Purpose

The Management Accountant is responsible for the financial administration of the organisation.

Accountability
The Management Accountant reports to the Executive Director and supervises the work of the part-time Clerical Assistant.

THE ROLE OF THE MANAGEMENT ACCOUNTANT
A   
ACCOUNTS AND FINANCE

1.
Financial Administration

a) Updating accounting administrative procedures to create greater effectiveness in reporting

b) Sole responsibility for all aspects of bookkeeping to Trial Balance (Sage Accounts Plus 2010 software currently used)

c) Management of bank accounts and cash flow
d) Accounts administration

e) Invoicing customers and maintaining credit control

f) Supervision of part-time Clerical Assistant and providing holiday cover (including banking and payment of creditors)
g) Payroll 
h) Petty cash

i) Access to Work reclaim

2.
Financial Management
a) Working with the Executive Director, Trustees and JDA staff to review and maintain a budgeting and financial management system appropriate to the organisation
b) Producing monthly management reports to monitor financial progress against the budget
c) Presenting reports and ensuring ongoing transparency
3.
Audit

Preparation of information for annual audit

B   
FUNDRAISING DEPARTMENT SUPPORT

1. Compiling statistics and project-based costings for fundraising proposals

2. Advising fundraising events organisers at the planning stages on projected profitability and the handling of income

3. Gift Aid tax reclaim

4. Assisting the fundraising department with the administration of legacies, if needed

C
ASSISTING EXECUTIVE DIRECTOR

1. Administration and assistance as required

2. Maximising efficiency and cost effectiveness

3. Any other duties as may reasonably be required within the scope of the post.


The successful candidate will be expected to:

1. Attend and participate positively in team meetings and contribute to the development of services within the Jewish Deaf Association.

2. Ensure the observation of the organisation’s policies and practices, including those relating to confidentiality, equal opportunity and discipline.

3. Develop an in-depth understanding of the organisation’s client groups, services and ethos.

4. Develop the skills required to communicate effectively with D/deaf and hard of hearing people.

5. Work with consideration as part of a team of D/deaf and hearing colleagues.

6. Become proficient in the operation of the organisation’s database software.

7. Work independently with minimum supervision.

8. Work flexible and occasional out of office hours.

This job description is subject to alteration in response to changes in legislation or the Jewish Deaf Association’s operational procedures.                     June 2011
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