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JOB DESCRIPTION – FINANCE ASSISTANT
Objective:
· To carry out administrative and finance work and assist in the smooth running of the finance team.
· Provide administrative support for the Accounts and Payroll Supervisor and Finance Director 

Reporting to: Accounts and Payroll Supervisor 

Key Responsibilities:
1. Carry out finance administration including but not restricted to entering supplier invoices; banking; inputting rents received; dealing with petty cash; supplier invoice authorisation process; reconciling credit card statements; inputting CORE forms and recording on relevant computer systems. 
2. To assist in the monitoring of client’s accounts and balances, dealing with Housing Benefit letters and queries.
3. To liaise and attend meetings with external agencies in relation to finance matters and attend any relevant internal or external meetings and any staff consultation or training.
4. Updating and maintaining the rent accounting database (Inform) with all relevant client information. 
5. Reconciliation of finance accounts such as petty cash and bank accounts.
6. Process weekly occupancy sheets and other related administration.
7. Process paperwork relating to new clients including Housing Benefit forms, changes of address.
8. Recording all monies including that of donations and grants and security of monies in accordance with Policies.
9. Weekly preparation of organisation’s banking.
10. General administrative, filing duties as appropriate.
11. Perform all duties in a professional and confidential manner in line with the organisation’s values and in accordance with the Employee Handbook, policies and procedures.
12. Assisting other finance staff as and when required.
13. To assist and provide financial support to the fundraising team and other staff when required.
14. Carry out such other tasks as may, from time to time, be necessary when consistent with the nature of the post.
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PERSON SPECIFICATION FINANCE ASSISTANT
[bookmark: _Hlk77768024]Hold a minimum of AAT Level 2							Essential
Experience of working with accounting software packages		 	Essential
Excellent computer skills including Word and Excel				Essential
Experience of working in a finance or office environment 				Essential
Ability to motivate oneself if working from home 					Essential 
Good standard of literacy, numeracy, organising and planning 			Essential
Able to prioritise workload 								Essential
Ability to work both independently and as part of a team 				Essential
Ability to work under pressure 								Essential
Willingness to work flexibly in response to the needs of the                                          organisation and its changing environment						Essential
Ability to represent the organisation in a positive and professional manner 	Essential
Knowledge of Xero Accounting Software					 	Desirable
Experience of Adobe Acrobat Pro document signing software			Desirable
Ability to identify and resolve problems						Desirable
Experience in working for a ‘not for profit’ organisation				Desirable
Experience in Housing and the Benefit System					Desirable
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