LEGAL SERVICES AGENCY
FINANCE DEPARTMENT

Legal Services Agency

Doing the Right Thing, JOB DESCRIPTION: FINANCE ASSISTANT

the Right Way

About LSA:

Legal Services Agency (also known as LSA) is a Scottish Charitable Incorporated Organisation (SCIO),
regulated by the Scottish Charity Regulator (OSCR). As both a charity and a law centre, LSA addresses
the unmet legal needs of those in disadvantaged, operating from offices in Glasgow and Greenock.
This is done by undertaking high quality case work, including advice and representation, public legal
education, research and legal publications. It employs a solicitors’ firm Brown and Co. Legal LLP to
undertake its legal work and is accountable to the Board of LSA for the provision of that service.

The Housing and General Court Department undertakes work in areas of housing and homelessness
prevention, defended landlord and tenant eviction (public and private sectors), defended mortgage
repossession, welfare benefits and social security, community care, criminal injuries compensation
and employment law.

The Mental Health Legal Service provides service to those with mental ill health, their relatives and
carers on all aspects of civil law. The work includes detentions, Financial and Welfare Guardianships,
Powers of Attorney, community care, medical consent issues, family, housing, Criminal Injuries
Compensation, reparation claims and a number of social welfare and public law issues.

Our Disability and Social Justice project sits across both departments with a particular focus on
improving access to justice and upholding rights of disabled people.

LSA has offices in Glasgow and Greenock and provides outreach surgeries in Edinburgh and other
areas, providing services to individuals and organisations throughout Scotland.

Why join LSA:

You have an opportunity to join LSA’s dynamic team committed to leaving no legal stone unturned
and empowering people experiencing disadvantage to access their rights. Values driving our
services are that of inclusiveness, working with accountability and integrity, being innovative and
ambitious in our developments. We are invested in developing our teams’ expertise and proud of
embedding a culture of collective problem solving, working in collaboration, both internally and
externally, with our stakeholders.

LSA celebrates diversity and promotes equality in our workplace and service delivery. Our decisions
are based on skills and experience of candidates matched with business needs irrespective of age,
disability, gender, gender identity or gender reassignment, marriage and civil partnership, pregnancy
and maternity, race, religion or belief or sexual orientation.

We offer generous annual leave and public holiday entitlements; pension contribution and salary
sacrifice schemes and are happy to discuss flexible working. Following a successful trial period, we
have introduced the option to request Hybrid working
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About you:

You will have experience maintaining accurate financial records and completing bank reconciliations
to audit standards. Working with the Finance Manager, you will support the preparation of financial
reports and budgets. You will be able to communicate effectively with colleagues to resolve finance-
related queries. You will be organised, adaptable, and able to manage a varied workload as part of a
collaborative team.

You will be a team player and flexible in taking on a variety of tasks. You will be committed to
facilitating the delivery of LSA’s strategic priorities and services for people who are disadvantaged

and in vulnerable circumstances.

The role provides ample opportunities for learning and development, fostering both professional
and personal growth.

Job Description

1. Maintain accurate records of all daily financial transactions.

2. Process invoices and manage accounts payable and receivable.

3. Update internal systems with accurate financial data.

4, Assist in the recovery of fees and outlays.

5. Raise BACs payments and cheques.

6. Track and record bank deposits and payments.

7. Reconcile bank statements regularly to ensure accurate month-end reconciliations.

8. Assist in preparing monthly, quarterly and annual financial reports.

9. Support the preparation of budgets and financial forecasts.

10. Assist in the preparation of information for financial audits.

11. Assist in the review and implementation of financial policies and operational processes.

12. Assist in the preparation and submission of legal aid accounts to the Scottish Legal Aid Board
(SLAB), ensuring accuracy and compliance with relevant policies and procedures.

13. Support follow-up processes with SLAB, including correspondence to progress, query and
close accounts, and ensuring timely recovery of fees and outlays.

14. Undertake miscellaneous administrative duties, including attending internal and external

meetings and perform other duties as required to support the finance team and overall
organisational objectives.
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Essential Desirable

Qualifications Good standard of general education, vocational training in finance or HND or higher qualification in finance or accounting
accounting and/or relevant experience gained in a practical setting.

Knowledge and | Proven work experience as a Finance Officer or similar role Experience using financial software

Experience
Sound knowledge of financial and accounting procedures Knowledge of financial regulations
Competent MS Excel skills Relevant voluntary or other work showing commitment to

L ) ) ) helping those who are vulnerable or disadvantaged.
IT proficient including use of MS Office package and experience of case

management systems. Experience of working in the voluntary or legal sector.

Awareness of legal aid processes and the Scottish Legal
Aid Board (SLAB)

Skills and Excellent analytical and numerical skills

Attributes ) ) - ] )
Strong ethics, with an ability to manage confidential data

Sharp time management skills
Ability to work calmly and effectively under pressure and to tight deadlines.

Good interpersonal skills.

Values and Committed to the ethos of LSA and the Law Centre movement in delivering
Attitudes quality services to people who are vulnerable and disadvantaged.

Ability to give and receive feedback objectively and sensitively.
Ability to work effectively as part of a team.

Commitment to the implementation of equality of opportunity policies and
practices.
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Other Willingness to be flexible and adaptable in meeting the needs of the service.

Ability to undertake occasional work out of office hours.
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