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Introducing ACE: 

Active Community Enterprise CIC (better known as ACE) is ten years old in 2019. Over the past ten 

years we’ve been providing first class support to adults with disabilities across the Liverpool City 

Region through “traditional” support structures but also through the development of work 

placements, independent living skills and activities led by people with disabilities for people with 

disabilities. Our aim is to promote independence and sense of self worth in all of our service users. 

 

We have a brilliant team of support workers supporting over fifty regular supported clients at 

projects attended by hundreds of people each week. Projects include autism friendly cinema 

screenings at Woolton Cinema, disability friendly clubbing sessions at Fusion nightclub in the city 

centre, a gardening team and lots more. 

 

We recently purchased a new property (The ACE Place) in Belle Vale which is due to open in summer 

2019 from which we plan to base many of our activities as we continue to grow.  

 

We’re looking for an enthusiastic and experienced financial & monitoring administrator to help 

manage relationships with clients, partners and funders, track service user’s used/allocated hours 

and provide financial reports (quarterly, annually and ad hoc) for the directors in collaboration with 

our accountants.  

 

Applications are invited by CV and covering letter (no longer than 500 words) submitted to 

joanne@thisisace.co.uk.  
 

Further information about the post available from mike@thisisace.co.uk 

 

More information about ACE is available at www.thisisace.co.uk  
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Job Description 

Job Title: Finance & Monitoring Administrator 

Rate of Pay: £10 per hour, 16 hours per week (over up to three days including) 

Location: Active Community Enterprise ℅ CAB, Childwall Valley Road, Liverpool 

Closing Date: 5pm Wednesday 13th February (Interviews week commencing 18th Feb) 

 

Job Summary: To provide high quality effective financial and monitoring administration to support 

the delivery of services by ACE to adults with disabilities across the Liverpool City Region. 

 

Finance & Monitoring Administrator will be responsible for: Working closely with the Compliance 

Team to carry out all financial transactions, to ensure legal compliance and ensure effective, cost- 

efficient, and timely management of facilities and service functions. 

 

Line Managed by: Chief Operating Officer 

 

Job responsibilities will include: 

 

● Preparing and collating financial information as requested by the directors  

● Providing information re: payroll to our accountant to enable them to process payroll 

● Inputting and updating partner and client information 

● Bookkeeping duties and compilation of accurate financial records using Quickbooks. 

● Managing financial partner and client relationships (invoicing, receipts, credit control etc) 

● Ensuring that ACE’s financial work complies with appropriate statutory requirements and 

regulations.  

● Providing administrative support to the Directors, COO, Team Leaders and wider ACE team 

 

This job description is not intended to be either prescriptive or exhaustive it is issued as a framework 

to outline main areas of responsibility at the time of writing 
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Person Specification: 

Experience and Skills 

 

Essential: 

● Experienced in maintaining accurate records 

● Ability to prepare reports and monthly management financial statements  

● Ability to audit complex records and financial information  

● Excellent IT skills including comprehensive understanding of bookkeeping software, 

spreadsheets, databases etc. 

● Excellent literacy, analytical and numerical abilities 

● Good attention to detail and ability to keep systematic records and share information 

● Ability to act on own initiative, and operate effectively as part of a team 

● Ability to deal with clients and colleagues with courtesy, tact and discretion whilst 

maintaining confidentiality at all times 

● Excellent communication skills 

● Flexible in approach and willing to undertake all tasks as necessary to ensure the smooth 

running of the office 

● Proven organisational skills with ability to prioritise own workload within agreed parameters 

and meet deadlines  

 

Desirable: 

● Experience of working in a busy office environment 

Experience working in G-Suite (Google’s Office Equivalent, particularly Docs, Sheets, Drive 

etc) 

● Experience of working within an adult learning disability/Social Services setting. 

●  An understanding of the challenges faced by adults with disabilities and their 

families/support networks 

● Experience of creating or supporting the creation of successful funding applications.  
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