

  JOB DESCRIPTION 

JOB TITLE: Assistant Accountant
JOB HOLDER: TBC

1 MAIN PURPOSE OF JOB: 

To provide accounting support to the Finance Team, assisting with month-end processes, reconciliations, contract management and other finance activities. The role will undertake preparatory and routine accounting work and ensure compliance with the organisation's policies.

2 POSITION IN ORGANISATION:
 
The post holder reports to the Financial Accountant and is part of a small finance team. The role works closely with the Accountants and Purchase Ledger Assistant to support the effective operation of the finance function.

The post holder may provide support to volunteers involved in finance activities, including cash counting and preparation, when required.

3 SCOPE OF JOB:

· Support the Accountants with month-end accounting processes, including journals, accruals, prepayments, recharges and departmental reviews.
· Prepare supporting information for balance sheet reconciliations, financial analysis and management reporting, escalating discrepancies and issues to the appropriate Accountant.
· Provide support across sales and purchase ledger activities, contract management, finance administration and ad-hoc finance projects.

4 DIMENSIONS & LIMITS OF AUTHORITY: 

The role will work within the laid down procedures and delegated authority. The post holder will prepare and process accounting information for review by the relevant Accountant and will escalate complex or unusual matters as appropriate.

5 QUALIFICATIONS & SKILLS LEVEL: 

· Experience of working in an accounts department, with practical experience of accounting processes.
· Knowledge and understanding of basic accounting principles, including accruals, prepayments, journals and reconciliations.
· Computer literate, with good knowledge of Excel and experience of computerised finance systems, preferably SAGE 50.
· Good planning and organisational skills, with the ability to manage deadlines and prioritise workloads.
· Ability to communicate effectively both orally and in writing with colleagues across the organisation.
· Display initiative and the ability to work independently while recognising when to seek guidance.
· Good interpersonal skills and the ability to build effective working relationships with colleagues and departments.
· Commitment to Claire House and its corporate objectives.
· A belief in the value of volunteers and of a multi-disciplinary approach.
· Understanding of the importance of confidentiality and the need for accuracy in financial information.

KEY RESPONSIBILITIES:

· Month End & Management Accounts Support: (30%)
· Prepare accrual and prepayment workings for review by the relevant Accountant.
· Prepare and post agreed month-end journals in accordance with finance procedures.
· Prepare monthly departmental recharge and cross-cost workings.
· Assist with departmental month-end reviews and the preparation of supporting information.
· Investigate discrepancies identified during the month-end process and escalate issues where appropriate.
· Ensure allocated month-end tasks are completed accurately and within agreed deadlines.
· Balance Sheet Reconciliations & Financial Analysis: (15%)
· Assist with the preparation and maintenance of selected Balance Sheet reconciliations.
· Prepare supporting schedules and information for Balance Sheet accounts.
· Assist with analysis of income and expenditure transactions, identifying unusual or unexplained movements.
· Work with departments and the Accountants to investigate and resolve coding or transaction queries.
· Contract Management & Cost Saving: (15%)
· Gather contracts and agreements from departments and maintain an accurate finance contract register.
· Maintain records of contract values, expenditure and renewal dates, ensuring information is kept up to date.
· Monitor contract expiry and renewal dates and liaise with relevant departments as required.
· Assist the Accountants with contract expenditure reviews and cost-saving work.
· Identify potential areas for review and provide supporting information to the Accountants.
· Sales & Purchase Ledger Support: (15%)
· Assist with sales and purchase ledger reconciliations and related analysis.
· Assist with cost allocations and coding, investigating queries with departments where required.
· Assist with aged debtor and creditor workings and reviews.
· Provide cover for the Purchase Ledger Assistant during annual leave or other periods of absence.
· General Finance Administration & Controls (10%)
· Complete credit checks as required and in accordance with finance procedures.
· Monitor and respond to queries received through the accounts ticking system.
· Assist with maintaining accurate finance records, supporting documentation and audit trails.
· Follow finance procedures and controls and highlight any issues or inconsistencies to the appropriate Accountant.
· Projects & Ad-hoc Financial Support: (10%)
· Assist the Financial Accountant and Accountants with finance projects and process improvement work as required.
· Prepare financial information, schedules and analysis to support finance projects.
· Provide support during busy periods, and undertake other accounting duties appropriate to the role.
· Cash Handling & Volunteer Support: (5%)
· Provide cover for volunteers involved in cash counting and preparation when required.
· Assist with cash counting, reconciliation and preparation in accordance with finance procedures.

This job description does not attempt to describe all the tasks and responsibilities of the post, but rather illustrates with examples, the main role of the post-holder. It is therefore subject to alteration and development as and when required.

Subject to a standard level criminal records check.












PERSON SPECIFICATION

Job Title Assistant Accountant

	
	Essential
	Desirable

	Education and Training
	AAT qualification or equivalent, or working towards an appropriate accounting qualification 
Educated to GCSE standard A-C Grades (must include English and Maths)

	Evidence of ongoing learning and development in accounting or finance



	Experience
	Experience of working in an accounts department

Experience of computer-based accounting systems

Practical experience of accounting processes, including journals, accruals, prepayments or reconciliations

Good working knowledge of Excel
	Knowledge of SAGE 50 or similar finance system

Experience of balance sheet reconciliations

Experience of working with contracts, cost analysis or cost-saving activity

Knowledge of VAT and basic VAT rules

Cash handling experience

Knowledge of Charity VAT reliefs and exemptions

	Skills
	Good IT skills, particularly Excel

Good numerical and analytical skills

Excellent communication skills with the ability to communicate, both verbally and in writing

Good organisational skills and the ability to meet deadlines
	

	Personal
Attributes/Abilities
	Ability to work effectively as part of a team and on own initiative

Reliable and excellent timekeeping and attendance records

Excellent attention to detail and accuracy

Ability to investigate issues and know when to seek guidance

Understand the importance of confidentiality
	



