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[bookmark: _2uhfcmz3bt60]1. Purpose
To support the financial administration of LUCA and ensure accurate, timely financial processes.

[bookmark: _471rgahk8xzn]2. Key responsibilities

· Track income and expenditure for competitions
· Process invoices (venues, officials, suppliers)
· Support preparation of event budgets
· Monitor entry income and reconcile against registrations
· Maintain financial records in line with Treasurer guidance
· Support refund processing
· Provide timely and accurate management reporting as required
· Assist with year-end financial preparation


[bookmark: _lttslki2yoxs]
[bookmark: _7yh6bwcu4feh]3. Reporting & Accountability
Reports to the Treasurer and the Operations Lead.
Works closely with operations committee members

[bookmark: _h5qnpzjy1f9v]4. Time commitment & remuneration 
· Average 2-4 hours per week at peak times
· Flexible and largely remote
· Voluntary


[bookmark: _bpfc95yhtm0g]5. Person Specification
[bookmark: _d847mfyivv4n]Essential
1. Attention to detail and accuracy
2. Integrity and confidentiality
3. Highly numerate with excellent analytical skills
4. Organisation and reliability
5. Communication skills
[bookmark: _5qp67rrgufzu]Desirable
1. Experience in handling accounts/finances for clubs, societies, events, business etc.
2. Familiarity with accounting software (Zoho Books or similar)
3. Understanding of basic accounting principles
4. Experience in processing online payments
5. Interest in charity governance or financial compliance


[bookmark: _ytbfn6ftad9p]6. Term of Office
Two years (renewable)

—------END—------
