
 

 

 

 

 

 

 

 

 

Finance Systems Administrator 

Job description 
It will take a society to beat dementia. Alzheimer’s Society. 



  



Finance Systems Administrator 
 

Position in the organisation  
Reports to the Finance Systems Analyst 
Member of our Finance Systems & Data team. 
Part of our Finance & Assurance directorate. 
 

Purpose of this role  
At Alzheimer’s Society we are advisors, supporters, fundraisers, researchers, influencers, 
communicators, technical specialist and so much more. We are volunteers, we are employees, and 
together we are here to make a difference to the lives of people with dementia and their carers.     
 
In Finance & Assurance, our vision is to be the Society’s single point of truth.  We are trusted 
partners, credible experts, working as one team to be a true enabler to the organisation as it makes 
impact to end the devastation of dementia.  
  
Partnership, collaboration, accountability, professionalism and a restless desire to constantly 
improve are needed in every role across Finance & Assurance.  Constant improvement is what this 
role is based on, ensuring we gain maximum benefit from our systems, processes and the data they 
provide us with now and into the future.   
  
The Finance Systems Administrator is key to the team providing first class customer service and user 
experience. This role will work with colleagues across the society to promote the effective use of the 
finance systems through guidance and support. They are responsible for maintaining effective 
working relationships to ensure that issues are resolved and tasks are completed in a timely manner, 
all whilst maintaining good communication and providing regular updates on progress. As such, 
communication and engagement is key to this role’s success. 
  
We are looking for someone who exemplifies our values, someone who is: Determined to make a 
difference when and where it matters most. A trusted expert who believes in working Better 
together and demonstrates true Compassion.  

  



Key accountabilities and responsibilities 

• Provide excellent customer service by acting as first-line support for Unit4 and integrated 
system queries, issues and requests 

• Resolve request tickets including creating and amending account codes, applying 
approval substitutes, granting system access and permissions 

• Work with users to clearly document issues and change requests requirements and 
escalate complex matters to senior colleagues 

• Develop and maintain user-friendly documentation and training materials to support 
knowledge sharing across the society and signpost end-users to available resources and 
assist where necessary 

• Be responsible for month-end, year-end and other scheduled system tasks 

• Support in resolving system errors including posting failures and integration failures 

• Complete ad-hoc tasks as required to support finance systems project deliverables 

• Champion system adoption, promote good practice and encourage consistent use of 
functionality and challenge off system workarounds 

• Ensure highly organised approaches to the administration and governance of our system, 
processes and workload 

• Build trusting relationships with colleagues across Finance, Assurance and the wider 
society to establish and grow our single point of financial truth, working collectively on 
solutions to challenges and celebrating progress together 

 

We are looking for someone who can…  

• Understand the critical role of Finance & Assurance as an enabling partner directorate in 
ultimately creating impact to end the devastation of dementia, linking everything you do 
back to the ultimate objectives of the Society 

• Work collaboratively and enthusiastically with colleagues across Finance & Assurance 
and across the Society more widely to deliver first class customer service 

• Role-model our values and embrace a high challenge, high support, high performing 
environment 

• Adhere to all the Society’s service standards, policies and procedures  

• Comply with the data protection regulations, ensuring that information on clients 
remains confidential 

• Be enthusiastic for personal learning and development, to support the learning and 
development of others and the whole organisation 

• Work in a manner that facilitates inclusion, particularly of people with dementia 

• Implement the Society’s health and safety policy and procedures, ensuring that all 
practices and procedures are undertaken in accordance with a healthy and safe working 
environment  

• Be pro-active and organise own work to ensure that it is accurate and meets quality 
targets, reasonable deadlines, and reporting requirements 

  



Person specification and selection criteria  

Skills & knowledge  
Application (A) 
or Interview (I)  

Knowledge of core finance processes, particularly in a large organisation. Working 
towards AAT or similar qualification would be beneficial 

A 

Experience of working with finance or other business systems with a willingness to 
learn and develop subject matter expertise in Unit4 and integrated systems 

A 

Experience of providing excellent customer service to a wide range of users, 
proactively improving user experience and system understanding 

I 

Experience of working in environments where attention to detail and adhering to 
auditable procedures is critical 

I 

Track record of maintaining fastidious records and managing complex 
documentation 

A 

An ability to understand and report on your progress, performance and impact A 

Ability to and experience of reporting on system and project performance relative 
to brief 

A 

Experience of building strong working relationships with peers across multiple 
departments 

I 

 

Competencies & personal attributes  
Application (A) 
or interview (I)  

Is self-motivated and works well independently, can organise their own time and 
prioritise tasks. Is proactive in seeking assistance or training where required and 
clearly communicate issues in a timely manner 

I 

Is comfortable working collaboratively to achieve shared goals, can communicate 
effectively, actively listen to others and provide expert feedback to work towards 
desired outcomes. Is welcoming and respectful of diverse perspectives, 
experiences, and opinions 

I 

Celebrates progress, solutions and impact rather than activity I 

Delivers effectively to timelines in complex and sometimes ambiguous 
environments 

A 

Deeply committed to the development of yourself and others  A 

Resilient and adaptable, with a strong work ethic and the ability to navigate 
changing situations and diverse teams 

I 

 



Follow us on Twitter and Instagram @Alzheimerssoc and Like us on Facebook or 
check out Alzheimer’s 

Society YouTube 
channel 

youtube.com/AlzheimersSociety 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


