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Job Description

Job Title: 
Finance Assistant
Responsible To:
Director of Finance
Based:
Bristol

Salary:
£17,062 per annum for 35 hour per week
Hours:
up to 35 hours per week (but with some flexibility)
Contract Type:                 Permanent
PURPOSE & SCOPE OF THE JOB
To work as part of the ARA Finance & Administration Team, providing efficient service in sales ledger, bank reconciliations, bookkeeping and credit control.
MAIN TASKS OF THE JOB
· Trial balance

· Credit card and petty cash reconciliations

· Review of all income and expenditure transactions.

· Management of control accounts including debtors and creditors.

· Sales ledger

· Invoice raising
· Post invoices to Sage Accounts

· Chase late payments
· Petty Cash

· Operation of considerable petty cash

· Petty cash reconciliation

· Book-keeping, processing data using Sage

· Post purchase invoices

· Post bank payments

· Post bank receipts

· Payment of purchase invoices

· Assist the Finance Officer with the recording of transactions on the rent accounting system.

· Support the administration team, through covering reception, answering calls and welcoming visitors to site as required

· Meet regularly with line manager for supervision and support
· Undertake training as required and agreed with line manager
· Represent ARA in a way that is consistent with its philosophy and always work within ARA’s agreed policies and procedures
· Respect at all times, within the operational guidelines, the confidentiality of clients and the provisions of the data protection act
· Observe at all times ARA’s Equal Opportunities Policy
· Observe the organisation’s Health & Safety at Work Policy and at no time act in a way which might jeopardise the health or safety of any client, employee or visitor to ARA
· Undertake other duties and responsibilities in keeping with the nature of this post as maybe required from time to time.

