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ABOUT THE SOCIETY 
 
The Open Spaces Society was founded in 1865 and is Britain's oldest national 
conservation body.  A charity and a pressure group, we campaign for new, tougher 
laws to protect common land, town and village greens, urban and rural open spaces 
and public rights of way in town and country, throughout England and Wales.  We give 
technical and practical advice on their law, protection, management and administration. 
 
The society has some 1,900 members, consisting of local authorities at all levels, 
amenity and other organisations and individuals, who look to it for help and advice.  We 
rely for our income on membership subscriptions, donations, legacies and grants. 
 
The society’s office is in Henley-on-Thames in Oxfordshire.  It has only the one office, 
and no branches.  There are at present six members of staff, most of them part-time:  
the general secretary, two case officers, office manager, administrative assistant and 
financial administrator.  The organisation is headed by the general secretary.   
 
The society is governed by the trustees who meet approximately four times a year in 
London.  They are elected by the annual general meeting of society’s members in the 
summer. 
 
The financial aspects of the society’s work are overseen by a subcommittee of the 
board, the Finance Committee, which is chaired by the treasurer.  It meets a few weeks 
ahead of the trustees’ meetings, normally in London or Reading. 
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ABOUT THE JOB 
 
 
Job description 
 
Job title  Financial Administrator 

Type of position Permanent, part-time 

Location  Henley-on-Thames, Oxfordshire  
 
Salary   £26,000 - £28,000 full-time equivalent 

Hours   c18 per week (flexible) 

Closing date  Monday 6 February 2017 

Return to  Open Spaces Society, 25a Bell Street, Henley-on-Thames,  
   Oxon RG9 2BA or ellenfroggatt@oss.org.uk 
 
Interviews for shortlisted candidates will take place on Wednesday 15 February 2017 
 
 
Overall purpose of the job 
 
To manage the Open Spaces Society’s finances, accounts, payroll and membership 
records and payments. 
 
Main responsibilities: 
 
MEMBERSHIP  
 
Keep membership database up to date 
Process online membership subscriptions through Paypal and GoCardless 
Produce and despatch monthly renewal notices & reminders 
Produce statistics 
Deal with membership correspondence/queries 
 
FINANCE 
 
Manage/reconcile bank accounts 
Manage members’ direct debits 
Manage Petty Cash 
Process receipts & payments using SAGE software 
Manage working capital requirements 
Manage Payroll using SAGE software 
Produce monthly statistics for Finance Committee (actual v budget) 
Submit quarterly Gift Aid claims to HMRC 
Prepare annual budget and cash flow forecasts 
Prepare year end accounts and liaise with Independent Examiner 
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OTHER 
 
Act as Company Secretary 
Maintain information with The Charity Commission 
Maintain information with Companies House 
Keep up to date with technology/software developments relevant to the society  
Process online publication sales 
Carry out such other functions as may reasonably be determined by the General 
Secretary. 
Attend quarterly Finance Committee Meetings 
Attend AGM 
 
 
 
Person specification 
 
Qualifications and experience 
 
Essential: 
 
Several years’ experience in role with responsibility for finance  
Experience of Sage accounting and payroll 
Able to work in a team and on own initiative with minimum supervision 
Good written and oral communication skills 
Able to work under pressure to meet targets and deadlines 

 
Desirable 
 
Book-keeping qualification, eg NVQ2 
Working experience of a contact database (maintenance and mailings) 
Interest in working for a small, campaigning charity 
 
 
Office software 
 
Microsoft Office 2010 (Word, Access, Excel), Outlook 2010, Sage and ‘Subscriber’ 
contact database.   
 
Member and non-member transactions also take place via our website at 
www.oss.org.uk. 
 


