JOB DESCRIPTION

	Post 
	Finance Assistant


	Date of JD
	August 2017



	Salary Scale
	AO £19,811 - £22,514



	Department 
	Finance, HR and Corporate Services



	Reports to
	Financial Controller



	Location
	Based in Alfred Street office



	Total hours of work
	37.5 hrs per week. 



	Work pattern
	Monday to Friday 8am-6pm.  Hours may vary to suit the requirements of the post from time to time.  TOIL in effect.

	
	


JOB PURPOSE
Reporting to the Financial Controller the post-holder will assist in the effective and efficient operation of the organisation’s financial management and HR information systems. This will include sales and purchase ledger processing, payments, bank reconciliations, compilation of vouching reports for funders, ad hoc analysis, and administrative support for HR and Finance.
MAIN DUTIES AND RESPONSIBILITIES

	1.
	Process sales and purchase ledger invoices ensuring correct authorisations are in place, create/amend supplier details, run online banking payments, deal with queries from suppliers and staff, and reconcile supplier statements. Complete weekly bank reconciliations.  Process expenses and credit card payments and ensure these are within policy limits. Follow up all financial queries in the first place with external suppliers, funders, and debtors. Forward unresolved queries to Financial Controller. 


	2.
	Compile vouching reports for Invest NI monthly. 


	3.
	Compile quarterly reports for staff gifts and hospitality returns.


	4.
	Input payments and maintain Government Funding Database on monthly basis.


	5.
	Vouching of expenses for Trade Missions checking these to policy, ensuring all expenses are allowable within budget and report these to Assistant Accountant.


	6.
	Assist in the vouching and checking of Screen Fund Development Awards reporting to Assistant Accountant. 


	7.
	Maintain fair employment records for all staff and trainee recruitment:
· Record monitoring information for the skills trainees and internal vacancies;
· Maintain applicant register for FE returns;
· Maintain leavers and joiners register.


	8.
	Maintain staff training records:

· Update the personnel staff training records;
· Update and reconcile the management accounts staff training analysis;
· Scan the staff training request forms and file in individual personnel files;
· Support the Skills Executive in HR administration where required.


	9.
	Prepare and process monthly payroll: 

· Prepare summary sheet, process on exchequer, reconcile control accounts, and maintain coding of payroll expenditure on the financial management system;
· Prepare the forecast for trainee salaries;
· Prepare Inland Revenue, and childcare voucher returns and make payments;

· Prepare and submit the RTI reports to HMRC; 

· Respond to ad hoc Payroll/Pension queries.


	10.
	Undertake any other duties and responsibilities which may be assigned.
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