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JOB DESCRIPTION

TRADING FINANCE ASSISTANT

DATE AMENDED

February 2017
AUTHORISED

Ruth Leckenby
DATE FOR REVIEW
March 2018
Title


-
Trading Finance Assistant
Responsible To

-
Finance Manager
Line Management Responsibility:

· None
Overall Objectives:

· To provide assistance to the Finance Manager on a daily basis.
· To maintain accurate financial records and filing systems.
· To reconcile all balance sheet control accounts each month.

· To maintain accounts payable and accounts receivable ensuring all payments are made within agreed terms. 

· To ensure all VAT is accounted for correctly. 

· To provide financial reports and analysis as required by the Finance Manager and Director. 

· To ensure all income and expenditure is accurately processed in the nominal ledger and reconciles to informal from other sources. 

· To process and reconcile all shop takings income.

· To complete the Retail Gift Aid process each month to maximise income for the Charity under this government scheme. 

· To review and process stock for bought in goods throughout the year across all of the shops and Retail Management.  

· To help analyse and reconcile the year end stock of donated goods for all shops.

· To organise and delegate work to all Trading Finance volunteers.

	Area of Responsibility

	Key Tasks

	Nominal
	Assist with production of the monthly Management Accounts from the trial balance.  
Ensure all income and expenditure is processed promptly and accurately. 

Complete monthly nominal reconciliations for the balance sheet. 
Ensure accurate monthly prepayments and accruals are maintained.

Prepare and post monthly journals as required.

To ensure all accounting procedures are followed and to adhere to the monthly timetable.



	Bank


	Prepare monthly bank reconciliations for all Trading accounts.
Ensure all bank accounts are updated in Sage Accounts using the reconciliation tool. 



	Accounts Payable


	File and monitor all purchase orders before matching them to an appropriate invoice once received. 

Promptly and accurately code and enter all invoices and expenses on to Sage Accounts ensuring requests are within authority limits.

Prepare the supplier payment listing each week and ensure it is appropriately authorised. 

Process all cheque and BACs payments to suppliers and enter payments on to Sage Accounts.

Send remittances (along with any cheques) directly to the suppliers. 

Reconcile monthly supplier statements as received. 



	Accounts Receivable


	To raise sales invoices as appropriate and ensure payment is received.

Maintain the sales invoice schedule and hard folder ensuring all receipts are recorded once received.



	VAT


	Ensure all VAT is accurately accounted for in line with HMRC guidance and internal procedures. 



	Reports


	Provide ad–hoc reports collating statistical data for the Finance Manager / Finance Director as required.
Provide monthly detailed reports for Property, Intercompany and Legal & Professional Fees.


	Donations


	Ensure all shop donations are correctly posted through the accounts software and then accurately transferred to the Trust at the month end. 
Donation information should be passed onto the Trust Finance Assistants and Individual Giving team on a timely basis. 


	Retail (Including Retail Gift Aid)

	Review all shop takings sheets on a weekly basis for any errors or miscalculations in light of the documentation submitted. 

Reconcile cash banked and credit card receipts recorded on the weekly sheets to the individual shops’ bank statements.

Ensure that Gift Aid sales per the weekly sheets agree to that processed on the independent Gift Aid Sales system    (E-productive) and that all Retail Gift Aid Daily Sales sheets are received, checked and filed.

Record all shop takings accurately on the Shop Takings Schedule workbook and separately analyze all paid outs and ‘unders and overs’.   

Reconcile all Retail Gift Aid reports produced by E-Productive to the nominal ledger in Sage Accounts by individual shop. 
Produce monthly journals for shop takings, paid outs, commission sales, donations and any other adjustments required in relation to Retail and Gift Aid income.
Process and reconcile to all applicable third party reports all Christmas sales (cards, calendars and diaries).
Process and reconcile to all applicable third party reports all sales through the Julia’s House website. 

To ensure all eBay transactions are accurately analyzed and recorded on the nominal ledger while accurately reporting monthly performance to management. 

Communicate and follow up any issues with the Retail team.



	Stock
	Ensure monthly stock takes are completed by Shop Managers for bought in goods. 

Process any month on month movement in bought in stock as required. 

Accurately analyze the average selling price for each income stream by shop for the last quarter of the year. 

Review the year end stock take for donated goods and ensure all donated stock summaries fully reconcile to the original stock take sheets.  



	Confidentiality
	Adhere to Data Protection legislation and maintain utmost discretion and confidentiality in all aspects of the role.  

Ensure information is only supplied to those with a genuine and legitimate right.



	Administration
	Keep accurate filing systems in place and distribute any information, including form requests as required by the Finance Manager.

Liaise with all JH departments regarding provision and request of information. 



	Health & Safety


	Ensure that Julia’s House guidelines are adhered to at all times. 

Under line management guidance, regularly update and maintain own knowledge of safety rules, fire drills, and internal security and accident procedures and adhere to these at all times.



	Commitment to Julia’s House Team


	Represent positively the work of Julia’s House.  Contribute positively to good teamwork and uphold team values.



	Volunteers


	Organise and delegate work to our volunteers whilst providing adequate training and support as required. 

Review the work of the volunteers on a regular basis and constructively feedback any errors to aid development. 



	Training & Personal Development


	Actively participate in appraisal system, attend training programmes to assist in personal development.

Participate in Shadowing and other learning opportunities across different Julia’s House teams. 




This job description provides the main requirements of the post but is not exclusive.  The Board of Julia’s House Trustees reserves the right, after due consideration, to indicate a requirement to develop the services where appropriate. 

This post will be evaluated and the post holder appraised at regular intervals, when objectives will be set and monitored.

