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Finance Solution Training Officer

Job Description and Person Specification

Reports to:  	Finance System Implementation Lead
Contract:     	6 months fixed term
Hours:	   	37.5 per week Monday to Friday (part time considered)	
Based at:	Elm Tree Court, Long Street, Devizes, SN10 1NJ with some home working available

JOB PURPOSE
The Finance Solution Training Officer is responsible for training staff to use our new finance system, Iplicit, and associated business processes. The postholder will assist staff with their everyday financial tasks of completing the purchasing cycle, sales invoice processing, expenses, timesheets and credit cards input. They will also help budget holders to view budgets, reports and re-forecast their projects. Of key importance is that staff become confident in using the system directly, and to provide a point of contact for any assistance required throughout the first few months of using our new finance system.  

DIMENSIONS
Direct line management reports: none
Budget responsibility:  none

MAIN DUTIES AND RESPONSIBILITIES 
· Take part in initial finance system training
· Learn and consider current processes and how they fit or need updating to work with the new finance system to improve efficiency
· Develop and deliver training sessions on the Iplicit finance system for both finance and non-finance staff
· Create comprehensive, user-friendly training materials
· Develop and deliver a finance system / process induction for new Finance and non-Finance staff
· Act as first contact for staff queries related to the Iplicit system during UAT and post-launch
· Liaise with Iplicit where specialist knowledge is required
· Promote best practices and system compliance across the organisation

SAFEGUARDING
Wiltshire Wildlife Trust is fully committed to safeguarding the welfare of all children, young people and adults at risk. All WWT staff will receive safeguarding training and must ensure that they comply with WWT’s safeguarding policy.

BACKGROUND 
After a period of growth, Wiltshire Wildlife Trust is reviewing and investing in back-office systems to remove slow, manual processes.  Our aim is to ensure that our teams in all departments have access to timely and accurate financial information enabling them to make the best decisions, and to further our strategic aims.  Accordingly, we are moving from Exchequer to Iplicit for all financial processing, transactions and reporting, including staff expenses.  Iplicit has been selected following an options analysis and recommendations from other Wildlife Trusts.

WORKING RELATIONSHIPS
This role will work very closely with the existing Finance team (a Management Accountant and two Finance Officers) to learn their current ways of working, requirements for the new system and training needs.  The role will also work closely with line managers across the organisation to ensure that training aligns with business needs and user roles.

KEY CHALLENGES
Financial Literacy needs to be improved across the organisation as part of this project and most staff being trained will have limited experience of using a finance system.  

SCOPE FOR IMPACT
This project will be truly transformational for Wiltshire Wildlife Trust, giving us the capability to reach and exceed our strategic goals. 

EXPERIENCE, QUALIFICATIONS AND SKILLS REQUIRED

	
	Essential
	Desirable

	Qualifications
	
	

	Experience
	· Experience of working with modern, integrated Finance systems

· Good understanding of financial processes, including sales and purchase ledger functions, analysis and budgeting

· Experience of training others

· Experience of producing written, or online, training materials



	· Experience of finance transformation in an SME environment

· Finance reporting experience and xl integrations

· Experience of training people at varying levels of seniority and of financial understanding

· Experience of the Iplicit system

· Experience of Scribe step-by-step software or similar

	Skills
	· Strong verbal and written communication skills

· Strong stakeholder engagement skills

· Strong organisational skills

	· Comfortable on Microsoft platforms including Teams, SharePoint, OneDrive etc.

	Personal attributes
	· Ability to learn quickly

· Ability to adapt training and communication styles to suit the organisation and trainees

· Friendly and warm training style
	

	Additional requirements
	
	· Ability to travel to our staffed sites across Wiltshire, many of which are not accessible by public transport



Special note:
This job description does not form part of the contract of employment but indicates how that contract should be performed. The job description will be subject to periodic review and amendment in consultation with the post holder. The post holder may be required to perform duties other than those given in this job description. The duties and responsibilities attached to the post may vary from time to time without changing the general character of the duties or the level of the responsibility entailed. Such variations are a common occurrence and would not in themselves justify the re-evaluation of a post.  In cases, however, where a permanent and substantial change in the duties of the post occurs, consistent with a higher level of responsibility, then the post would be eligible for re-evaluation.
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