
	
	
	



Job Description 
	Job Title

	Finance Administrator

	Function 

	Service Delivery

	Department/Team

	Employability

	Reports to

	Service Manager

	Direct Reports

	None

	DBS Check Level Required

	Enhanced

	Grade/Job Evaluation Level

	Core - Administration

	Salary Banding

	Individual Contributor A

	Created/Reviewed date

	September 2026



	[bookmark: _Hlk181184006]You will be working for 


	Waythrough launched in October 2024 following the merger of 
Humankind and Richmond Fellowship (RF). Aquarius supports people in the Midlands affected by substance use or gambling. It was a subsidiary of Richmond Fellowship and became part of Waythrough in April 2026.  
  
We are specialists in mental health, alcohol, drugs and related areas. We provide high quality, evidence-based services, which are designed around the needs of the people we support.   
  
Our vision is to break down the barriers that stop people getting the support they need to live a life they value.  
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	Purpose of the Role


	To provide comprehensive finance and administrative support for the Tees Valley Connect to Work Programme, ensuring compliance with grant requirements, accurate financial processing and claims management, effective communication with partners, and efficient programme administration to support successful service delivery and employment outcomes



	Key Accountabilities 


	Service Delivery 
· Develop and maintain a thorough understanding of the Connect to Work Grant Guidance, ensuring all financial activity is compliant with programme requirements. 
· Prepare, monitor and submit Connect to Work financial claims, ensuring expenditure is accurately evidenced, fully auditable, and aligned to eligible cost requirements set out within the grant guidance.
· Review expenditure and supporting documentation to ensure all claims represent eligible costs and comply with organisational and funder requirements before submission.
· Work closely with operational and finance colleagues to gather, verify and maintain documentation required to support grant claims and financial audit.
· Accurate and efficient processing and reconciliations of financial transactions and payments, complying with all relevant policies, processes and legislation.
· Addressing and resolving payment queries effectively. Escalating potential risks and changes to the Payments Manager.
· Preparation and completion of month end processes in line with organisational commitments.
· Adhering to financial controls, policies and processes.
· Attending fraud training as required and escalating any suspicious or potential risk activity immediately.
· Provide administrative support for a wide range of meetings, including agenda distribution, information gathering and minute taking.
· Monitor and manage the Connect to Work shared mailbox, ensuring enquiries are responded to promptly, appropriately allocated, and escalated where necessary.
· Produce and distribute monthly Connect to Work newsletters for partner agencies, ensuring information is accurate, engaging, and aligned with programme objectives and key updates.
· Gather and collate information from operational, performance and partnership teams to develop newsletter content that promotes service developments, achievements, referral pathways and partnership opportunities.
· Support key tasks and projects as required to the Tees Valley Connect to Work teams to meet specific business objectives and operational needs.




	[bookmark: _Hlk181196428]General Accountabilities 


	· Model our organisational values that sets the tone for people across the organisation. 
· Undertake continuing professional development including participating in clinical supervision, performance reviews and attending training as/when required.
· Work in accordance with all relevant legislation, policies & procedures and guidelines – both internal and external. This includes Waythrough’s clinical governance framework.
· Keep abreast of policy and professional development within your area of professional expertise.
· Promote, adhere to and live our workplace values of being kind, courageous and respectful.
· This job description is non exhaustive, and we reserve the right to amend and review as appropriate.



	[bookmark: _Hlk181196493]Additional Information

	N/A



Values and Competencies

	Our Values

	
· Kindness - Be generous, caring and compassionate 

· Courage - Be bold, trust, commit

· Respect - Everyone deserves dignity






Person Specification
	[bookmark: _Hlk181197186]Qualifications
	Essential or Desirable

	NVQ 3 in business administration (or equivalent) or demonstrable related experience.
	Desirable



	[bookmark: _Hlk181197273]Skills
	Essential or Desirable

	Proficient in Microsoft Office packages including Outlook, Word, and Teams.
	Essential

	Ability to communicate clearly with a wide variety of colleagues, visitors, partners, and external stakeholders, both verbally and in writing.
	Essential

	Effective interpersonal, organisation and communication skills.
	Essential

	Ability to work with discretion, sensitivity and maintain confidentiality.
	Essential

	Ability to prioritise and manage workload within a busy environment.
	Essential



	Experience
	Essential or Desirable

	Experience within a customer care, healthcare, education, or social care setting.
	Essential

	Demonstrable clerical, administrative or reception experience.
	Essential
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