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Role Summary & Terms

Job Title: Finance Assistant
Summary: The Finance Assistant works with the Finance Director to ensure the accurate and timely presentation of the financial accounts of the organisation. 
Key Tasks:
· Process expense reimbursement claims from Swiss Netball volunteers in accordance with the Expenses policy and enter the claims into accounting software
· Send reminders to volunteers about payment dates for expense claims
· Resolve any queries surrounding expense reimbursement claims with help from the Finance Director, if necessary.
· Report to and liaise with the Finance Director on a regular basis. 
· Offer other administrative support as and when required.

Qualifications/ Skills:
· Prior experience of working in a non-profit organisation is a plus
· [bookmark: _Hlk115730565]Knowledge of Netball either as a player, coach or umpire
· Exceptional administration and organisation skills 
· Prior experience of working with Quickbooks is a plus, but full training will be given
· Prior experience of bookkeeping is a plus

Time Commitment:
Regular meetings with the Finance Director.
Approximate time required per week: 1 hour (on average)
The position is for a 2-year period.


Key Relationships:
Finance Director
Swiss Netball Volunteers
Sub-Committee Leads 
Swiss Netball May 2026
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