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Volunteer finance assistant 
 

Our challenge 

We want to use every donation we receive to further our goals. A 

crucial part of that is managing our finances really well, making sure 

every penny is well spent, processing donations and expenditure as 

efficiently as possible and making sure we report our finances 

accurately.  

During these uncertain times we’d love to draw on the skills of a 

volunteer who can assist our small finance team in doing this. 

How can you help? 
We’re looking for someone to help us with the following activities: 

 Checking finance email in-box for invoices for processing 

 Reviewing invoices received are correct 

 Inputting invoices to accounts software as either approved or 
waiting for approval 

 Confirming invoices have been approved before being paid and 
emailing for approval if required 

What you will gain from volunteering? 

You’ll be part of a small, friendly team and playing a key role in helping 

the charity to achieve it’s goals of doubling survival and halving the harm 

that brain tumours cause. You’ll also gain knowledge and experience 

about charity and business finance. 

about the brain 

tumour charity 

We are the world’s leading 
brain tumour charity and the 
largest dedicated funder of 
research into brain tumours 
globally. Committed to 
saving and improving lives, 
we’re moving further, faster 
to help every single person 
affected by a brain tumour. 
 
We’re set on finding new 
treatments, offering the 
highest level of support and 
driving urgent change. And 
we’re doing it right now. 
Because we understand that 
when you, or someone you 
love, is diagnosed with a 
brain tumour – a cure really 
can’t wait. 

75% 
of people diagnosed with 

a glioblastoma brain  
tumour will not survive 

for more than a year 

28% 
of brain tumour  

patients have  
visual impairment 
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interested? 
If you’re ready to apply, 
please complete our online 
application form. If you have 
any questions or would like 
more information, please 
contact the Volunteering 
Team: 

01252 237818 
volunteering@thebraintumo
urcharity.org. 

  

Person specification 
This is an exciting new volunteer role providing the opportunity to 
work closely with our Finance team and gain experience in this area. 
We are looking for individuals who have; 

 An eye for detail and a methodical manner; accuracy is important 

 A polite manner; often we need to ask other members of the team 
at the Charity for some more information or help 

 Administrative experience. Book keeping knowledge would be 
helpful but is not a requirement 

 Experience of Microsoft Office, including Outlook and Excel  
The process is straight forward, though like any role, there can be the 
unexpected— and we work those out together. 

Practical considerations 

You will receive a full induction to The Brain Tumour Charity and your 

role here as well as in-house training on any systems and processes you 

need to know for the role. Our finance team is small, three people, you 

will be working closely with us and we will provide all the help you need. 

This is an ongoing role and we’re looking for a regular commitment of 

between 8 and 16 hours per week, either across one of two days, or 

spread across the week.  

At present this would be a home based role. In the future, there would be 

the possibility of volunteering from The Charity’s head office in Fleet, 

Hampshire.  

Volunteers must be over 18. We also carry out reference checks for all 

individuals who will be volunteering for us on a regular basis.  
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