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ADSS Finance Volunteer – Role Description
Position:
Finance Volunteer
Reports To:
Finance Manager
Location:
ADSS office- Safeharbour, Coldharbour Road, Northfleet, DA11 8AE
Hours:
Approx. 2–3 hours per week/fortnight (as arranged) 
Purpose of the Role:
The Finance Volunteer will support the Finance Manager in maintaining accurate financial records, processing routine financial tasks, and helping ensure strong financial governance across the organisation.
This role is ideal for someone who is detail-oriented, enjoys working with numbers, and wants to contribute directly to the smooth running of ADSS’s essential services.
Key Responsibilities:
Financial Administration: Assist with processing invoices, receipts, and expenses; support accurate data entry; maintain documentation.
Bookkeeping Support: Support reconciliation, ensure income/expenditure is logged accurately, assist with reporting.
Donation & Income Processing: Log donor income, ensure Gift Aid accuracy, maintain income records for fundraising.
Compliance & Governance: Maintain confidentiality and follow financial procedures.
Team Collaboration: Work with the Finance Manager and colleagues to ensure accurate financial tracking.
Skills and Qualifications:
Commitment to ADSS’s mission.
Strong attention to detail and organisational skills.
Confidence working with numbers and spreadsheets.
Ability to work independently and follow procedures.
Finance or admin experience helpful but not essential.
Reliability, integrity, and professionalism.
Benefits:
Gain experience in finance, bookkeeping, and charity operations.
Develop valuable employment skills.
Contribute to meaningful community impact.
Work within a friendly, values-driven team.
Access to relevant training and development.
Training and Support:
Volunteer Induction required.
Additional finance/software training as needed.
Service visits to understand ADSS operations.
Ongoing supervision via in-person, phone, or online.
Regular reviews and networking opportunities.
Regular newsletters and updates.
Reimbursement of agreed out-of-pocket expenses.
Any Other Requirements:
Two references and a DBS check will be required. Details will be discussed at recruitment.
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