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Job Description 

TITLE: 
Finance Support Assistant


DEPARTMENT: 
Finance


SCOPE: 
To provide a clerical and basic accounting support for the Finance Team

RESPONSIBLE TO: 
Finance Manager


This job description is an outline of the main responsibilities of the post and may be subject to future amendment as deemed appropriate.  It should not be read as, nor is it intended to be, a complete statement of an individual’s contractual duties and responsibilities. 

Duties and responsibilities include, but are not limited to, the following:
· Provide counter support:
· Signposting (directing Students to the correct Union department/University contact point).
· Using Finance Ipad to demonstrate where committee Finance Pages are.
· Using Finance Ipad to demonstrate X365 App.

· Assisting Students Groups to use the Finance Banking Cash Machine.

· Provide assistance to Club & Society Treasurers to use the SU credit card.

· Input Purchase Invoices on the Exchequer accounting system.

· Input Purchase Payments on the Exchequer accounting system.

· Support for Sales Ledger e.g. credit control.

· Provide clerical support such as answering phone, general filing, Excel analysis as required.
Miscellaneous:

(a)
Carry out the duties in accordance with the policies of the Students’ Union which may 

from time to time be determined.

(b)
Take the initiative on your own self-development in order to update and develop your 
skills and abilities.

(c)
Comply with Health and Safety in line with current Students’ Union policies and 
procedures.


(d)
Be responsible for observing and implementing good environmental practice in line with 

Union/Company policies.


(e)
Use corporate style in production of materials and documentation.


(f)
Attend meetings, training, conferences and seminars as required in relation to the 


operation of the department, your role and the Students’ Union as a whole.

(g)
Perform such other duties as may be necessary within the scope of the job to meet the needs of the department and Students’ Union as directed from time to time by the line manager.  

h)
The above responsibilities are detailed for guidance only. The Students’ Union is a 


dynamic organisation, responsive to the needs of our members. Other tasks will need to 

be undertaken in order to discharge the responsibilities of the post. Any permanent 


changes will be incorporated into the job description by agreement. This job description 

does not constitute part of the contract of employment.
Person Specification

	
	Essential
	Preferable

	Attainments & Qualifications
	
	

	Experience
	
	· Previous Admin or Finance experience

	Skills & Knowledge
	· Ability to communicate with people at all levels
· Good standard of numeracy & literacy
· Working knowledge of Microsoft Office
· Excellent organizational and time management skills
· Able to deliver excellent customer service

· Able to work as part of a team


	

	Personality/

Disposition
	· Willing to learn
· Self-motivated

· Willing to take on varied tasks

· Reliable
	

	Other
	· Through your work and approach you identify with the organisational values of; empowering, collaborative and inclusive
	


About the Students Union

Here at the University of Nottingham Students’ Union, we are a connected student community. A brilliant, diverse, ambitious community, 34,000 strong. We are proudly independent from the university and right at the heart of student life. We’re a diverse community from first-year undergraduates to research students, elected student Officers and staff, to volunteers, pioneers, and so much more. Together, we are getting involved, making change and supporting each other, making student life at the University of Nottingham the very best it can be.

We are one of the largest Students’ Union in the country, connecting 34,000 student members to share, support and inspire each other while at University. As a registered charity we acts as the recognised representative body of all students at the University, and every student is automatically a member free of charge. We provide a range of activities, events, campaigning, commercial and professional services that benefit and support students to get involved, find support and make change. 
Our mission is to make student life at the University of Nottingham the best it can be. We completed an exciting and groundbreaking research into the expectations and concerns of Future Students which shaped our new strategy. We have four areas we are focusing on in our new strategy.
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We support students to share and voice their views on academic life and the wider University experience and have strong student leadership in fourteen full and part time elected student representatives. We provide an Advice service to help students with academic, housing and financial issues and are expanding our offer for welfare support. There is a diverse range of social, cultural, sporting and recreational activities and many opportunities for personal development.  We work with and support events and activities through the student committees of over 200 societies, 70 sports clubs, media groups, student halls and residents associations and other student communities and we facilitate over 4,000 volunteers to take part in community projects.  Through our trading company, UNU Services Limited, we run two SPAR shops, a bar, coffee shop, clothing shop and a print shop. Our annual financial turnover, for the charity and trading company combined is in excess of £9m annually.  

As a charity the Students’ Union has a Board of Trustees which is responsible for the governance, management, strategy and budget of the Students’ Union.  The Trustees currently consist of 4 of the elected Student Officers and 4 appointed Lay Trustees, along with 4 appointed Student Trustees.  The daily work of the Students’ Union is directed by elected Student Officers, with advice and support from staff.  The Officer team is made of 7 part-time Officers and 7 full-time sabbatical Officers. Each Officer has their own portfolio of individual responsibilities as well as holding the shared responsibility for creating changes which will improve the lives of students at the University. 

The Students' Union employs over two hundred staff in its Commercial Services and Membership Services.  Around half of our staff are students who balance work with their studies and social lives.  Other staff work full-time, some are part-time and some are required only during term-time and thus work for just part of the year.  If you like working in a vibrant and fast changing environment with students excited about their experience and increasingly high expectations, you will enjoy working for the University of Nottingham Students' Union.

About the Role

Working within an established Finance Team of 9, the Finance Support Assistant will provide clerical and finance support for the team.  The role will be varied, no two days will be the same!  There will be an element of structured work on Purchase & Sales Ledger in line with departmental policies and timeframes.  There will also be flexibility required for the customer facing element of the work on the counter, which can get very busy.  Time management and organizational skills are therefore essential.
Working in a Student-Led Environment

As a student-led organisation we recognise that working with us is likely to be very different from other organisations where you may have worked.  The Students’ Union is a vibrant place to work. The elected Officers change yearly, and there are always a lot of new ideas to consider.  To work successfully in this role, you must be comfortable with such changes and be ready to adapt accordingly.

Benefits Package

Hourly Rate
£7.70 per hour plus calculated holiday pay

Age 25+ £8.21 per hour plus calculated holiday pay
Holiday Pay Calculation:

5.6 weeks' holiday, divided by 46.4 weeks (being 52 weeks - 5.6 weeks) multiplied by 100 = 12.07 per cent

Hours and Status

· Contract:  Student Staff

· Probationary Period: 24 hours

· Hours:   5-7 hours per week 
Pension Provision

· A Contributory Scheme:  Scottish Widows
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