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Job Description & Person Specification
Title of Post:

Admin Assistant (Finance) (Part-time 17.5 hours per week)
Grade:

EVH Grade 4; Points PA 9-12
Salary: 

£10,661.50 - £12,056.00.
Accountable to:
Finance Manager 
Job Purpose: To provide excellent admin/finance-based support services to customers, colleagues, and other Stakeholders as part of the Finance Team.

Responsibilities: The key function of this role is to provide general admin support to the Finance Team. 
Training & Personal Development: Within budget constraints and taking account of staffing levels within the Association, opportunities are afforded to all staff members to undertake relevant training or to gain work experience as identified through induction, staff appraisals and personal development plans.

Principal Duties: To provide general admin support to the Finance Manager in the financial management and control of the Association, recording and maintenance of the Association’s Accounts.

Examples of duties involved:

Finance
· Prepare monthly bank journal for Income & Expenditure.
· Maintain cashbooks.
· Banking of Association’s cheque and cash receipts.
· Prepare fortnightly cheque/BACS payments using financial systems and on-line banking.
· Action Supplier payment queries.
· Prepare customer invoices for rechargeable repairs, gas maintenance and miscellaneous.
· Reconcile Supplier and Customer statement accounts.
· Posting rent receipts.

· Posting factoring receipts.
· Assist in issuing factoring invoices.

· Input purchase invoices onto financial system.

· Issue Sales invoices.
· General administration in the Finance team.
Person Specification 

	Personal Qualities 
	Essential 
	Desirable

	Excellent customer care and communication skills – written, face-to-face and on the telephone
	√
	

	Ability to use own initiative and to work effectively as part of a team. 
	√
	

	Excellent interpersonal skills to deal with a range of customers and external partners. 
	√
	

	Ability to follow procedural guidelines communicate confidently.
	√
	

	Ability to exercise good judgement based on information from a range of sources 
	√
	

	
	
	

	Experience/Knowledge
	
	

	Experience of working with a range of stakeholders in a customer-focused Finance environment.
	
	√

	Sound working knowledge of Microsoft Office packages including Word, Excel, PowerPoint, and Outlook & Finance software
	√
	

	
	
	

	Qualifications
	
	

	Educated to NC level in Finance, Business or a similar field
	
	√

	
	
	

	Other
	
	

	Driving is not an essential requirement of the post.
	
	

	Evening and very occasional weekend work is a requirement of the post.
	
	


