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	Length of time in the role
	3 years

	Supported by
	County Commissioner
County/Region team

	Number and type of meetings
	County meetings: 3 to 4 a year
Region meetings: 3 a year

	Can this role be a job share?
	Yes

	What will I do?
	· Be a point of contact for Division Commissioners and their teams for matters relating to finance and accounts

· Manage and maintain weekly, monthly and quarterly accounts

· Prepare reports to include account balances, income and expenditure and grant requests

· Compile and complete accounts for annual audits and upload to Charity commission site



	What skills will I have?
	· Be organised, reliable and have excellent attention to detail

· Be able to produce financial reports 

· Be diligent about keeping accurate, confidential records and meeting charity reporting deadlines

· Have experience in office administration plus basic bookkeeping skills an advantage



	What next?
	If you would like to apply for this role, please contact: carolyn@girlguidingdorset.org.uk 
Application Deadline – 30th September 2026
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