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WHO WE ARE

DIABETES UK
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We are Diabetes UK and it's our mission to tackle diabetes, day in and
day out, until it can do no harm. One in five adults in the UK are living
with diabetes or prediabetes, and we're determined to change that.
Join us and together we can change the future of diabetes.

For the last 90 years, we’ve been behind
vital policy changes, as well as new
treatments and technologies to make living
with diabetes easier every day. But there’s
more to do.

We’re committed to preventing diabetes
where possible, improving daily life for
those living with it, and ultimately finding a
cure. We're also focused on tackling stigma
and reducing inequalities faced by people
at risk or living with diabetes.

We've got some really ambitious goals over
the next few years and we’re looking for
people who share our ambition to help us
stop the harm diabetes causes.

We can’t do any of this without you.

Our 2026 -2030 strategy commits us to 3
ambitious outcomes: Prevention and Cure,
Everyone included and Living Well with
Diabetes. To read more about our strategy
please click here DUK-Strategy-2026-
2030-compressed.pdf

At Diabetes UK, we live and breathe
our values:

We put people first — We recognise that
people are individuals with different
preferences, circumstances and needs. We
collaborate with others, listen carefully and
keep commitments.

We make change happen — We are
ambitious to drive change with and for
people living with diabetes. We challenge
constructively if needed.

We’re driven to know more — We find
ways to share knowledge and insights with
colleagues and take advantage of learning
opportunities across the charity.

We keep things simple — Diabetes is
complicated enough.

If these values resonate with you, we’d love
to hear from you.
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https://www.diabetes.org.uk/sites/default/files/2026-01/DUK-Strategy-2026-2030-compressed.pdf
https://www.diabetes.org.uk/sites/default/files/2026-01/DUK-Strategy-2026-2030-compressed.pdf
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JOB DESCRIPTION

Role title: Finance Assistant
Contract type: Permanent
Hours: 35 Hrs

Location: London

Salary: Band 7

Role reports to: Finance Processing Manager

Key relationships (internal and external): Internal - The Finance team and all colleagues who
claim expenses or are responsible for purchasing. External - Suppliers, donors, volunteers and
banks

Key focus of the role: Processing supplier invoices and volunteer expenses for payment.

Key tasks and responsibilities

= Processing purchase invoices for budget holder approval in a timely and accurate
manner.

Processing staff and volunteer expenses

Generating the weekly payment runs.

Ensuring any foreign payments are made in a timely manner.

Reconciling supplier statements.

Liaising with colleagues in Diabetes UK to ensure purchase order and invoice approval
processes are being followed.

= Resolving queries or answering questions from the business or suppliers.

= Opening and distributing the post.
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Person specification

Criteria: | Assessed

via:

E |D |A I
Experience
Accounts payable/invoice processing X X X
Customer service X X X
Prior knowledge of a purchase ledger process would be beneficial but X X X
not essential.
General accounting principles X X X
Microsoft excel/outlook/team X X X
Business Central or similar ERP system X
SIS
Organisational skills and time management x |
Quick to learn and pick up new systems and processes X
Qualifications/Professional membership (if applicable)
Maths GCSE X X
Accounting qualification X X

E — Essential D — Desirable A — Assessed at Application | — Assessed at Interview

If you don’t meet all the criteria listed but meet most and have transferable skills with a passion
for our mission, you are still welcome to apply for this role.

If you are invited to attend an interview in person, we will reimburse reasonable travel costs
excluding hotel or overnight stays.
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Behaviours

For candidates

All employees are expected to abide by our values and behaviours framework which can be
found here Combined general and people managers framework. Below are a set of
behaviours that you will be expected to demonstrate in your application form and that will
also be explored during your interview.

Behaviours for job roles band 4-7

We keep things simple

= Use clear, accessible language, avoiding jargon unless it’s relevant to
your audience.

= Challenge processes you work with that appear overly complicated and
encourage the people you manage to do the same.

We Make change happen

= Speak confidently about the impact we’ve made and our ambitions for the future.
= Encourage colleagues to adhere to new processes

We’re Driven to know more

= Proactively look to learn more and share your new knowledge and insights
with colleagues.

We put people first

= Recognise that people are individuals with different preferences, circumstances
and needs.



https://diabetesuk.sharepoint.com/sites/POD/Values%20and%20Behaviour%20framework/Forms/AllItems.aspx?id=%2Fsites%2FPOD%2FValues%20and%20Behaviour%20framework%2FCombined%20general%20and%20people%20managers%20framework%2Epdf&parent=%2Fsites%2FPOD%2FValues%20and%20Behaviour%20framework&p=true&ga=1
https://www.facebook.com/diabetesuk/
https://twitter.com/DiabetesUK
https://www.youtube.com/user/diabetesukcharity
https://www.instagram.com/diabetesuk
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