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Job Description  
 
Position Title:  Finance Officer   
 
Salary Grade: Please note this is a volunteer role 
 
Location: Remotely Based 
 
Time Commitment: Approximately 1 hour a week on average 
 
Term: Long term 
 
The IRMS is committed to diversity and equality of opportunity for all and is opposed to any form of less favourable treatment and harassment on the grounds of race, religious beliefs,  creed, colour, nationality, ethnic or national origins, gender, marital status, parental status, age, sexual orientation or disability.  
 
 Position Responsibilities: 
 
This is a good opportunity for someone looking to gain financial experience and skills for their current or future role. Therefore, while experience working with financial operations is useful, it is not essential. If applicable and where mutually agreed, you may also be mentored by the current Treasurer with a view for you to one day take on a Treasurer role of your own.  
 
Officers are members of the Executive team but do not have any formal portfolios or votes like a full Director. Officers are, however, essential to the effective running of the Society and work with either a Director, Trustee or both.  
 
 
Duties:  
 
Your general duties are to work under the direction of the Treasurer and support the Treasurer in the financial management of the Society. This includes learning and operating the financial systems, and other relevant systems where required ( QuickBooks and Membership works) and supporting its processes. You may also be called on to deputise for the Treasurer where required and support others with financial queries and reporting. Where it is possible for the IRMS to subsidise roles you should be prepared to attend the annual IRMS conference
 
A list of duties consists of (but isn’t limited to):  
 
· Assisting IRMS volunteers with financial queries (for example on any expenses) 
· Process any bank transactions as needed 
· Liaising with and overseeing any operations performed by our administrators 
· Inputting into any relevant policies or processes, e.g. the Finance Policy
 
 
Person Specification: 
 
Essential:  
 
· Existing membership or willingness to become a member of the IRMS, with knowledge of the workings and services that the IRMS offers 
· Excellent organisation, prioritisation and time management skills with the ability to work to tight deadlines, assisting someone in a senior role 
· Proven project management skills, in a role assisting someone in a senior role 
· Excellent written and verbal communication skills across all levels of the organisation  
· PC literate, including knowledge of Microsoft 365 and able to work digitally with bank accounts and other financial software   
· Understanding of expectations of IRMS members and ability to ensure these are met, as appropriate  
 
Desirable:  
 
· Desire to learn and apply financial knowledge and financial management   
· Experience working with QuickBooks (full training will be given) 
· Budget management and/or experience managing finances 
· Flexible attitude in approach and methods of working   
· Inclusive and helpful to all IRMS members   
 
 

image1.png
irms




