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Job Title:


Finance Assistant
Department:

Finance and Governance Department
Responsible to:

Senior Finance Officer 
Salary/Grade

AAO Band 4-6

This post is responsible to the Senior Finance Officer and is a member of the Finance and Governance Team.
This post includes the delivery of a high quality, tenant and customer focused, comprehensive and value for money service in accordance with the Group’s values, aims, policies and procedures.  
The Finance Assistant’s role is to assist the department to deliver  an efficient finance service to key stakeholders such as colleagues, suppliers and customers in accordance with the Group’s Standing Orders and Financial Regulations, accounting policies and procedures.

Corporate Responsibilities

1. Working with the Finance Manager and Senior Finance Officer to support the delivery of the Group’s Business Plan by complying with our Accounting Policies and Procedures and to meet key stakeholder objectives.
2. Work with the Finance Manager and Senior Finance Officer to ensure our stakeholders receive a prompt and efficient service.
3. Deliver collectively the financial and non-financial objectives for the department.

4. Demonstrate a consistent commitment to Fife Housing Group values:

· Accountable

· Firm but fair

· Open and Honest

· Versatile

Working within the Finance and Governance Department
1. To scan and index all paperwork on a weekly basis. 

2. Provide general administrative support including photocopying, scanning and indexing for the finance team. 
3. Issue decoration vouchers as and when requested.

4. To ensure that all supplier invoices (Genero, Universal Housing and SUN) are processed in accordance with our accounting policies and procedures.

5. Record purchase invoices are recorded in the purchase ledger.

6. Liaise with suppliers and contractors regarding queries on invoices.

7. Carry out monthly reviews of supplier statements against our records and the aged creditors list. 

8. Prepare the weekly payments run for authorisation and payment each Wednesday. 

9. Liaise with all colleagues over invoices, payment requests, rent refunds and any other payment types. 
10. Monitor creditor payments and investigate and report on the reasons for late payment.
11. Prepare an accurate and timeously weekly payment run for review by the Finance Officer. 
12. Ensure all transactions are correctly recorded and coded in the nominal ledger and take corrective action where this is not the case. 
13. Monitor creditor statements and reminder letters against the purchase ledger to ensure invoices are being processed timeously.
14. Assist the Finance Manager with year-end requirements.
15. To carry out ledger reconciliations and various analysis work on a monthly basis. 

16. Process all rental income via the rent accounting system in respect of cash/bank receipts and housing benefits.
17. Process authorised adjustments.
18. Carry out monthly rental income reconciliations – Rent Accounting Ledger balance/Nominal Ledger control a/c.

19. Liaise with Customer Services (Housing) to ensure that all transactions are up-to-date and reflect the current position of a tenants rent account.

20. To provide monthly information on callpay statistics.

21. Ensure appropriate funds are available for all cash payments.

22. Dispensing petty cash against petty cash slips, receipts etc.

23. Record daily cash transactions and maintain daily spreadsheet.

24. Reconcile Petty Cash account with cash in hand on a monthly basis to be verified by the Finance Officer/Head of Finance & Corporate Services.

25. Ensure that cash in box agrees with the balance on the petty cash spreadsheet at all times.

26. Prepare and post petty cash journal to nominal ledger.

27. To post all other income receipts other than rental income. 
28. Record daily receipts in receipts register and code appropriately.
29. Record daily income & expenditure items in the cash book spreadsheet and coding thereof.

30. Ensure all receipts are banked weekly.

31. Complete monthly reconciliation’s of all bank accounts to nominal ledger.

32. File all back up receipts in the appropriate place.

33. Initiate inter-account transfers where appropriate.

34. Print off daily account balances from Bankline.

35. Review monthly credit card statement and prepare and post monthly journals. 

Other responsibilities

1. To ensure that the Association is provided with professional, comprehensive and quality expertise and advice in relation to processing and paying suppliers in accordance with our SOFR, Contract Management Framework and our accounting policies and procedures.
2. Promote equality and diversity as an integral part of working for Fife Housing Group and lead by example.
3. To be knowledgeable in relation to the health and safety issues relevant to the finance function and to be committed to ensuring the implementation and development of the Association’s health and safety policies and procedures. 

4. A commitment to equality and diversity and to encouraging the involvement of all members of the community, particularly vulnerable and hard to reach groups, in shaping service delivery. 

5. Work as part of an integrated and collaborative Finance and Governance function that is focused on driving business success.
6. To work as part of the team to ensure that all year-end audit requirements are met. 
7. To be involved in various working parties from time to time.

8. To undertake relevant training as and when required and attend away days and conferences.  
9. Provide information as requested by the Group’s internal and external auditors.
10. Any other reasonable duties which may be required. 

No job description can cover every issue that may arise within the post at various times.  The job holder is expected to carry out other duties from time to time which may be required. 
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