
Addenbrooke’s Charitable Trust (ACT)  
  
JOB DESCRIPTION  
  
Job Title: Finance Administrator – Expenditure   
  
Hours:  20 hours pw – 4/5 days onsite 
 School Hours and Term Time only will be 

considered 
    
Term:  Part time permanent  
  
Reports to:         Head of Finance 
   
Salary: £26,000 to £28,000 per annum, pro-rata (dependant on skills and 

experience) 
 
Location: Biomedical Campus, Cambridge 
 
Who are Addenbrooke’s Charitable Trust?  

Addenbrooke’s Charitable Trust (ACT) exists to make our outstanding hospitals even better. 
We raise vital funds to support Addenbrooke’s and the Rosie hospitals — connecting 
generous people with projects that go beyond the boundaries of NHS funding and help 
deliver the very best in patient care, clinical outcomes and research.  

ACT is entering a defining chapter: alongside supporting our existing hospitals, we are 
helping to bring to life two once-in-a-generation pioneering new hospitals: the Cambridge 
Cancer Research Hospital and the Cambridge Children’s Hospital. Together, 
these hospitals will transform healthcare locally, nationally and globally, placing Cambridge 
at the heart of medical innovation.  

Everything we do — from funding cutting-edge technology and life-changing research to 
improving hospital environments and supporting staff wellbeing — is made possible by the 
commitment of our supporters. We are proud to live our values every day: we are 
Supportive, Innovative and Ambitious, and we always ACT with Integrity.   

If you are motivated by impact, collaboration and the opportunity to help shape the future of 
healthcare, there has never been a more exciting time to join us.  

About the role 

As the expenditure focused Finance Administrator, you will provide reliable and accurate 
transactional and administrative finance support. The role focuses on day-to-day 
processing and monitoring of expenditure transactions, ensuring records are properly 
maintained, accurate and up to date.  The role will involve administrative support duties to 
the finance team and involve working closely with and providing cover for the income 
focused Finance Administrator.  



 

Core duties 

Key responsibilities 

 

• Enter purchase invoices and financial transactions promptly, accurately and 
ensuring they follow the correct approval route 

• Processing of staff expenses and credit card receipts checking for 
completeness and accuracy 

• Maintain an accurate purchase ledger, ensuring mismatches, inconsistences, 
queries and missing information are resolved promptly 

• New supplier checks and compliance related support 

• Reconciliation work – bank, supplier statement, petty cash 

• Opening post and actioning all associated tasks proactively 

• Office management related tasks, ordering water, stationary, kitchen 
supplies, booking meetings etc  

 
General corporate requirements  

a. Adhere at all times to ACT’s policies and procedures as varied from time to time  

b. Undertake not to reveal to any person or entity any confidential information relating to 
donors, patients and employees, policies, processes and dealings and not to make 
public statements relating to the affairs of ACT without prior authority of the Director of 
Fundraising or CEO  

c. To ensure the effective and efficient use of ACT’s resources  

d. To ensure that all duties are carried out to the highest possible standard.  

e. To be aware of individual responsibilities under the Health and Safety at Work Act 
(1974).  

f. To respect the confidentiality of all matters learned in the course of employment and 
respect the requirements of the Data Protection Act (2018).  

g. To work in line with the Fundraising Regulator’s Code of Fundraising Practice 2025 and 
other relevant legislation and guidance   

h. To ensure due regard is given to customs, values and spiritual beliefs of supporters, 
patients, carers and their relatives.  

i. To participate in team meetings, planning and any corporate development activities and 
initiatives as may be identified from time to time.  

j. To undertake any other reasonable task as may be identified as necessary by the senior 
management team from time to time.  

 



 

 

The job description outlines the duties required of this post to indicate the level of 
responsibility. It is not a comprehensive or exclusive list and duties may be varied from time 
to time which do not change the general character of the job, or the level of responsibility 
outlined.  

 We strongly encourage candidates of different 
backgrounds and identities to apply. Each new team member is 
an opportunity for us to bring in a different perspective, and we 
are always eager to further diversify our charity.   

 

APPLICATION PROCESS 

Please send your CV and a covering letter explaining why you are a good fit for the role to 
hr@act4addenbrookes.org.uk  

 

The closing date for applications is Sunday 16th August 2026, however we reserve the 
right to close this vacancy once a sufficient number of applications have been received 
or a successful candidate is found. 

 

ADDENBROOKE’S CHARITABLE TRUST 

Person Specification 
Essential Desirable 
Experience in a finance support role Experience of working in a charity or not-

for-profit organisation  
Strong attention to detail – able to spot 
when numbers or documents look 
unusual 

Ability to streamline small admin tasks or 
suggest improvements 

Organised and skilled at managing day to 
day tasks proactively  

 

Clear and polite communication with 
suppliers and colleagues 

 

Ability to work independently but 
comfortable asking questions and 
highlighting issues early  

 

Knowledge and experience of working 
with confidential information and data 
protection rules 
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ADDENBROOKE’S CHARITABLE TRUST  

CURRENT EMPLOYEE BENEFITS  

  

  

• Pension Scheme (Employer Contribution of 7%)   

• Group Life Assurance @ 4 x Salary  

• Critical Illness Cover 

• Enhanced Maternity and Paternity Pay  

• Annual Eye Tests   

• Leisure Centre on site  

• NHS Discount Schemes  

• Health Cash Plan   

• Employee Assistance Programmes  

• 25 days of Annual Leave + Bank Holidays   

• Annual Leave Purchase Scheme 

• Your Birthday off  

• Cycle 2 Work Scheme  

  

  

  

 


