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FAMILY CARE TRUST 

JOB DESCRIPTION

______________________________________________________________________
POST TITLE


POST NO.


         SALARY

Finance  Assistant                    













WORK BASE










Head Office

1. Date Prepared: January 2015
2. Job Summary and Scope
Under the guidance of the Senior Finance Manager, to take responsibility for accurate recording and reporting of the charity’s first line finance functions and to support colleagues and residents in dealing with finance issues. Support the Finance Manager in payroll and staff expenses operations. To provide an internal audit service primarily focused on but not limited to financial procedures within services.

3. Responsible To:

Senior Finance Manager
4. Responsible For:
5. Duties
Purchase Ledger Duties:

· To prepare purchase orders and match them to purchase invoices

· Coding and processing of purchase invoices

· Supplier statement reconciliations

· Dealing with supplier queries

Sales Ledger Duties:

· Generating sales invoices

· Recording and management of aged debtor analysis

· Customer sales reconciliations

· Recording and Reporting

General Finance Duties:

· Processing and reconciling bank accounts

· Processing and reconciling credit card accounts

· Processing and reconciling petty cash accounts

· Preparing and executing payment runs

· Processing payroll and staff expenses

· Preparation of statutory payments

· Ensuring statistical data is prepared accurately and concisely to enable the Senior Finance Manager to provide financial management reports for the organisation’s managers

Auditing:

· Audit financial procedures and record-keeping within services

· Internal review of systems and procedures as deemed appropriate by the Family Care Trust’s CEO and senior management team.

Other:

· Any other duties deemed appropriate to the post holder’s level of skills, experience and qualifications

· Undertake all training required by the Family Care Trust

· To assist with the preparation of annual audits

6. Supervision

To receive regular supervision from Senior Finance Manager.
7. Training 
To attend training courses/meetings as appropriate with job role.
8. Special Conditions

Post holder must hold full driving licence and have use of a car.
Post subject to a satisfactory Enhanced DBS clearance.

9. Smoking 

The Trust operates a No Smoking Policy. 

10. Rehabilitation of Offenders Act

The post is exempt from the provision of Rehabilitation of Offenders Act.
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