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Role title Finance and Fundraising Administrator 
 

Reports to Chief Executive Officer (CEO) 
 

Location Remote working from home   
Own computer/laptop with good internet speed required 
 

Hours 7 hours per week (part-time) 
Hours to be worked over a minimum of 3 days 
Asides from the above requirements, hours may be worked flexibly as agreed with the CEO  
 

Renumeration £5,063 gross per annum (£27,486 FTE)    
NEST pension scheme 
 

Contract Employed 
 

Organisation The PDA Society was first established in 1997 by parents of children with Pathological Demand 
Avoidance (PDA), a profile on the autism spectrum. The PDA Society became a registered 
charity (No.1165038) in January 2016 and is run by six trustees who are all volunteers.  In 2021, 
the PDA Society appointed its first CEO to help them run the charity.  Everyone involved with 
the PDA Society has a direct connection to PDA.  The PDA Society provides information, 
support and training about PDA for individuals, families and professionals.  It aims to increase 
acceptance and understanding of PDA and to improve outcomes for individuals and families by 
focusing everyone involved on ‘what helps’. These aims are underpinned by the PDA Society’s 
5-year strategy, which was published in January 2022. 
 

Role Overview This role is principally responsible for undertaking day-to-day book-keeping using QuickBooks 
ensuring all statutory obligations are met and liaising with our accountants as required.  This 
role will support the CEO with the production of management accounts, statutory accounts 
and annual reports.  This role will also be responsible for providing administrative support in 
respect of individual giving, regular giving, grants from trusts/foundations and corporate 
sponsorship.  This role will also sit on the Fundraising Committee and hold the role of 
secretary, which will involve preparing the agenda and taking minutes of the meeting. 
 

Tasks Tasks will vary depending upon need, this list of current tasks is not exhaustive: 
 

Processing payments  
 Review payment instructions to check the correct authorisations and backing 

documentation are in place before setting up payments on the online banking system. 
 Notify relevant signatories (as per authorisation levels) when two factor authentication is 

required and monitor payments to ensure they are authorised before lapsing. 
 Upload authorisations and backing documentation to Quickbooks for all expenditure 

incurred, and code/reconcile as required to enable accurate management reporting. 
 Upload authorisations and backing documentation to the internal shared drive in keeping 

with organisational requirements to maintain back-up financial records. 
 Notify payees that payment has been made and file correspondence emails accordingly in 

finance@ maintaining a tidy and ordered email account. 
 

Payroll administration 
 Support the CEO to prepare the payroll instruction for internal authorisation, ensuring 

any instructions for that month (e.g. over-time payments) are collated in a timely manner. 
 Once the CEO has obtained authorisation for the payroll instruction and has notified the 

external payroll provider, cross-check the payslips produced with the original instruction. 
 Once the payroll has been cross-checked set up payroll payments on the online banking 

system, including payments to HMRC (pension payments are automatically deducted). 
 Upload payroll authorisation and payslips to Quickbooks for all payroll payments made 

and code/reconcile as required to enable accurate management reporting. 
 Upload payroll authorisation and payslips to the internal shared drive in keeping with 

organisational requirements to maintain back-up financial records. 
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 Distribute payslips and any other payroll documentation provided by our payroll provider 
(e.g. P60s) to employees and respond to any payroll queries arising. 

 Oversee the payroll provider’s administration of the charity’s NEST pension scheme, 
ensuring new employees are enrolled in a timely manner and personal details updated. 

 

Processing income 
 At least two to three times a week, re-fresh the Quickbooks link with the online banking 

system to identify any new income received. 
 Promptly identify any unplanned income received (e.g. one-off donations, new standing 

orders) making the CEO aware and where the donor is contactable sending a formal letter 
of thanks and inviting the donor to complete a consent to contact form. 

 Generate, send and chase invoices on behalf of trainng team within specified deadlines. 
 Reconcile invoice payments made with pending invoices, escalating to the Training 

Administrator for further information if there is insufficient information to reconcile. 
 Upload backing documentation to Quickbooks and code/reconcile all other income 

recived making use of reports submitted to the finance@ inbox as required to enable this 
(e.g. CAF Bank monthly reports, Eventbrite summary emails). 

 Upload authorisations backing documentation to the internal shared drive in keeping with 
organisational requirements to maintain back-up financial records. 

 Pro-actively identify opportunities to claim GiftAid where not automatically processed, 
providing donors with the relevant forms and then processing as required. 

 Code and reconcile all PayPal payments, making use of reports submitted to the finance@ 
inbox as required to enable this (e.g. GoFundMe). 

 On a monthly basis log-on to PayPal and download a fees report, and then upload this 
report to QuickBooks and reconcile with the PayPal account on QuickBooks. 

 As and when required, re-establish the QuickBooks connection with PayPal following the 
instructions received from QuickBooks. 

 

Financial systems 
 Manage the finance@ inbox acting on payment instructions and replying to emails in a 

timely and courteous manner, and keeping the inbox well organised. 
 Manage the finance@ internal drive ensuring financial records are saved in a well 

organised manner, facilitating year-end and other forms of reporting. 
 Maintain all online accounts from which payments are received including but not limited 

to PayPal, CAF Giving, Amazon (royalties), Give As You Live, Benevity and Inkthreadable. 
 As and when notified by sales@ that the credit on our Inkthreadable print on demand 

account is nearing its limit seek authorisation and then apply a credit through PayPal. 
 Oversee annual payments for the Microsoft 365 account, insurance policies, PO Box fee 

and any other business critical payments, ensuring payment methods are up to date and 
payment is made in a timely manner without any interruption in services.  

 

Financial reporting 
 Within 1 week of the month end, run a QuickBooks management report on acutals v 

budget, identifying and remedying any coding errors or other technical issues. 
 Submit the verified monthly management report to the CEO and then support the CEO to 

prepare their monthly financial commentary on income v expenditure for the Treasurer. 
 Support the CEO with the preparation of financial reports for donors from whom we’ve 

received a grant, as and when required. 
 At the end of the financial year, lead on the collation of the financial data required for 

submission to the accountants in order to prepare the Annual Accounts. 
 At the end of the financial year, lead on the collation of reports from the CEO and Trustee 

Leads required to inform the Annual Report to accompany the Annual Accounts. 
 Manage inventory and run yearly stock checks at the end of the financial year. 
 Lead on uploading the Annual Accounts and Report to the Charity Commission website, 

once the Board of Trustees have reviewed and approved. 
 Assist the CEO and Treasurer with any other financial reporting requirements as/when 

adminsitrative support is required. 
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Budgetting 
 Support the CEO and Treasurer with the preparation of the annual budget, providing 

administrative support as required (e.g. researching likely costs) 
 Once the budget has been approved by the Board of Trustees, phase across 12 months 

and then upload to QuickBooks adding or amending codes as requried. 
 

Fundraising 
 Review monthly donation reports identifying and thanking new donors, where consents 

permit, and inviting the donors to complete a consents form to maintain the relationship. 
 At the direction of the CEO produce communications to update and thank regular givers, 

ensuring distribution lists are kept up to date using recent contact details. 
 Provide administrative support to the CEO and Grants volunteer in identifying, applying to 

and reporting to trusts/foundations (e.g. preparing financial information for applications). 
 Provide administrative support to the CEO in identifying, engaging and maintaing 

relationships with potential corporate sponsors (e.g. preparing information packs). 
 Assist as required with administration in respect of other fundraising activities at the 

direction of the CEO (e.g. Gaming Marathon, Stepping Up for PDA campaign). 
 Hold the role of secretary for the Fundraising Committee, sending meeting invites, 

preparing the agenda, collating papers and taking minutes. 
 
 

Skills and 
experience 

E = Essential 
D = Desirable 
 

 Demonstrable experience in: 
o Finance, including processing financial transactions (E)  
o Fundraising, including individual and regular giving (D) 

 Well-developed numerical skills with excellent attention to detail (E) 
 Experience in book-keeping and electronic accounting systems (E) 
 Experience in using and preparing financial information for reports (E) 
 Good proficiency in Excel for data analysis and Word for document preparation (E) 
 Demonstrated proficiency in QuickBooks or equivalent accounting system (D)  
 Qualification in finance, accountancy or another relevant discipline (D)  
 Understanding of charity administration, preferabbly gained within a small charity (D) 
 Well-developed interpersonal communication skills, with a demonstrated ability to work 

effectively in a team (E), preferably including remote teams (D) 
 Understanding of, and commitment to confidentiality and data protection (E)  
 Organised and able to work with minimal supervision, prioritising own workload with the 

ability to take initiative and/or refer back when needed, ensuring deadlines are met (E) 
 Flexible mindset and approach to work, with a willingness to undertake additional and 

new tasks as and when required (E) 
 Personal or lived experience of the PDA profile of autism (D) 

 
 

Skills  Applicants will be asked to: 
 Complete an Application Form and Conflict of Interest Form 
 Complete an interview via zoom 
 Complete a reference check and DBS check   
 Sign/agree to our Employment Contract including all PDA Society Policies & Procedures 
 Undertake an induction programme 

 
 

 


