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Job Description
March 2025
	1.  JOB DETAILS   


	JOB TITLE: Finance and Business Support Executive 


	LOCATION: Elgin, IV30 6GR



	2. REPORTING TO: CEO – Moray Chamber


	3. JOB PURPOSE: To provide financial and administrative support, ensuring efficient operations and contributing to the strategic goals of Moray Chamber of Commerce
 

	4. MAIN DUTIES AND RESPONSIBILITIES:

Finance & Accounting: VAT returns, issuing invoices, credit control, daily reconciliations, paying invoices, scheduling wages, and expense reports.
Financial Planning & Reporting: Assist with forecasting, financial reporting, and board paper preparation.
Business Support: Track member and business engagement, support funding applications, and contribute to office-based projects.
Events & Marketing: Assist with planning, administration, and marketing for Chamber events.

Governance & Administration: Other administrative duties as required.



	5. KNOWLEDGE, QUALIFICTIONS, SKILLS and EXPERIENCE:
· Experience in finance, administration, or business support

· Strong organisational skills and attention to detail

· Ability to work independently and proactively

· Experience with financial reporting and forecasting

· Familiarity with VAT returns and reconciliation processes (desirable)

· Good communication skills and ability to work with members and stakeholders
· Experience with Xero and Fathom (desirable)


	6.  ORGANISATIONAL CHART:





	7. JOB FEATURES:

· Flexible Working: 25 hours per week with flexibility around working hours

· Salary & Benefits: £27,000 per annum (pro rata) with a health cash plan

· Location: Based in Elgin 

· Reporting to: CEO or designated senior team member

· Contract Type: Permanent, subject to probationary period
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