
Job Description: Finance Assistant

	You are responsible for:
	Providing Finance Support 

	You are responsible to:
	The Finance and Resources Manager

	Your salary is:
	£18,379 pro rata (NJC point 19)

	Your holiday entitlement is: 
	25 days pa (exc. Bank holidays) pro rata

	Your hours are:
	10 hours per week (part-time). 
Days and times negotiable 


	Your contract is:
	Permanent contract

	Your conditions of employment are:
	As set out in your contract of employment

	Your working location is: 
	 


[bookmark: _GoBack]Purpose of Your Job
Your principal responsibility is to work with the Finance and Resources Manager to ensure the efficient, cost-effective and smooth running of the Finance Department 
Duties
1. Allocating income to appropriate projects in our financial software, and inputting details of each transaction.
2. Banking 
3. Reconcile the company credit card statement including reconciliation against receipts and posting onto the accounts system
4. Process and post purchase ledger invoices and expense claims, raising payment, ensuring correct signatures, ready to pass to the Finance and Resources Manager to initiate payment.
5. Dealing with finance related queries.
6. Manage the Petty Cash Systems
7. Assist with the annual statutory audit process
8. With the Finance and Resources Manager, communicate with suppliers of utilities, stationery and other consumables 
9. Any other Finance related tasks at the direction of the Finance and Resources Manager
Other Duties and Requirements of the Job
1. The post holder may be expected to undertake other appropriate duties from time to time under the direction of the Finance and Resources Manager
2. Attend a range of agency events including staff meetings, Link Days, and AGM.


