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	Roles and Responsibilities Form 


	Job Title
	Finance Assistant

	Work Location
	Sella Ness

	Line Manager
	Business Support and Finance Manager 

	Purpose

	The purpose of this role is to provide accounting & finance support to the Business Support and Finance Manager, and other managers as required, while helping to deliver an excellent customer service.

	Responsibilities

	Purchase Ledger

· Assisting with the administration of the electronic purchase invoice processing system, ensuring that invoices are sent to appropriate person for approval and that they are coded up accurately for transfer into the accounting system, matching to supplier chits and delivery notes where appropriate.
· Credit Note analysis

· Reconciling supplier statements to supplier accounts on Sage
· Reviewing Aged Creditor reports for Payments on Account and requesting invoices where necessary
· Running Aged Creditor reports on Sage and using these to prepare fortnightly and monthly supplier payment runs
· Logging credit card purchase transactions on Sage
Sales Ledger

· Raising Sales Invoices when required
Bank

· Posting bank transactions onto Sage

· Bank reconciliation 
General
· Monitor the inbox for accounts@ emails.

· Posting wages journals onto Sage

· Archiving files post year end

· Provide support with quarter end and year end accounts

Company
· Understand and adhere to the company standards, policies, and procedures.
· Always maintain company confidentiality. 
· Be familiar with office security measures, ensuring the premises are locked and secured at all times. 
· Report any accidents/incident in the workplace to management immediately. 

· Liaise with and follow instructions from all senior employees. 

· Establish and maintain effective working relationships with all colleagues, assisting as required. 

· Any other duties as directed by Management.


	Skills, Knowledge, and Qualification Requirements

	· Working knowledge of Sage 50c Accounts

· Bookkeeping experience
· Ability to use a variety of software packages to produce correspondence and documents using email, word, spreadsheets and databases. 
In depth knowledge of the commercial aims and objectives of the company


	HSE & HR E-learning (Atlas – Citation)

	Upon joining the Company, employees will be assigned mandatory e-learning relevant to their role (as detailed in the Company Citation Training Matrix).  Employees are required to ensure all e-learning courses are refreshed prior to the certificate expiry date.

	I hereby acknowledge that I have read and understood the contents of the document stated above.

	Employee Name
	

	Signature
	

	Date 
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