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Location:

Head Office

Line Managed/Jointly Supervised by:
Finance Assistant
Salary Scale:
£14,000-£18,000 dep on exp
Job Purpose:

To provide comprehensive, effective and efficient finance administration support.

Key Duties and Responsibilities:
· Working closely with the finance team to ensure the smooth operation of all finance matters

· Processing, reviewing and reconciling monthly petty cash and credit card accounts  for the organisation from our internal intranet “SparkNet” ensuring that all differences are fully investigated and resolved 
· Work with and support department managers with month end financial returns 
· Assist with purchase ledger function – processing purchase invoices and dealing with supplier queries
· Monitor and review supplier accounts ensuring invoices and payments are up to date and supplier statements are reconciled
· Assist with the sales ledger and credit control function 

· Assist in the month end closing process 
· Input accounting data with speed and accuracy

· Devise and take responsibility for a centralised on and offline contract management resource with up to date information availability on all main contracts including insurance, fleet, property contracts, utilities contracts, health and safety and any other appropriate contract management necessary

· Working closely with management to ensure that they meet their required deadlines
· Answering incoming telephone calls to the finance department
· Answering external main line telephone calls coming into the organisation
· Printing relevant paperwork as required by the finance team 
· Filing in accordance accounting practices and company policy
· Work in a manner that protects confidentiality at all times

· Responsibility for ensuring and promoting the safeguarding of any young people that you may come into contact with.

· Work in accordance with Spark of Genius vision and aims

· Promote a health and safety working environment in accordance with current legislation.

Other Requirements:

· You must co-operate with the company in complying with the Health and Safety requirements and are therefore expected to follow Company policies, to acquaint yourself with the Fire, Health and Safety Procedures at your place of work and report any unsafe practices and conditions

· The post holder may be reasonably expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time.  

· It is the responsibility of the post holder to comply with Health and Safety and Equal Opportunities requirements at all times.

· Any other reasonable management instruction

The above job description forms part of your main terms and conditions of employment.  The Company reserves the right to vary duties and responsibilities at anytime.
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	Essential Criteria
	Desirable Criteria
	Method of Assessment

	Education and Qualifications
	1. Educated to Standard  Grade level (or equivalent) or ability to demonstrate competency at this level
	1. Educated to HNC level preferably within a finance related discipline.


	Application form,  certificate check and membership card check 

	Experience
	2. Using own initiative

3. Working independently
	2.  previous experience within a busy office environment
	Application form,  references and interview

	Skills/Ability/ Knowledge
	4.  Excellent organisational skills and analytical approach

5. Good working knowledge of Microsoft packages

6. Flexible approach to work

7. Ability to use own initiative an discretion

8. High level of accuracy and attention to detail

9. Strong interpersonal skills

10. Highly numerate
	3. Previous experience of working with sage packages

4. Previous experience of working with managers  
	Application form, references and interview

	Other Requirements 
	11. Full Driving Licence
	
	Application form and interview


Job Description – Finance Assistant





Person Specification – Finance Assistant
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