Finance Department – Finance Assistant
Job Description

Main purpose of job:         Finance Assistant
Responsible to:                  Finance Manager 

Hours of Work:
      around 25 hours per week to include Friday
Summary of responsibilities:

1. To maintain the sales ledgers of a multi-site organisation
a) To ensure that all invoices are correctly coded to relevant departments and funds
b) Generating sales invoices
c) Reconciliation of debtors ledger
d) Customer liaison to ensure that credit terms are adhered to
2. Processing multiple transactions
a) Nominal and purchase ledger transactions

b) BACS receipts and payments

c) Standing order and direct debit transactions

d) Credit card processing and reconciliation

e) Reconciliation of various bank accounts

3. Fortnightly Payroll

a) Maintain records for a small fortnightly payroll

b) Collate and submit information to the external payroll bureau

4. Other duties

a) To provide cover for other finance functions when required

b) To provide information to non-financial managers as and when required

c) To maintain spreadsheets for annual audit purposes
d) To maintain Gift Aid records

e) Nominal ledger analysis and reports as and when required    
5. To provide periodic reports and other information to the Finance Manager 
6. To meet strict deadlines required monthly, quarterly and at the financial year-end

7. To ensure that accurate records are maintained for all areas of responsibility

8. Any other reasonable duties as requested by line manager 
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