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Assistant Accountant (Business Solutions)
Job Description
This is a broad outline of what is expected of the postholder.

Reporting to:

Accountant
Salary:                               
£31,489 to £33,594 per annum 
Location: 


Old Park, Colliers Way, Telford TF3 4AW
Key Objectives:

· Ensuring that appropriate financial and business information is produced in a format which will facilitate decision-making and contribute to the sound financial management of the Group.
Main Responsibilities:

Financial Management

· Assist in the production of monthly and quarterly financial and statistical performance reports against budget and business plan within agreed time scales

· Maintenance of the financial ledger by ensuring, amongst other things, the reconciliation of income and expenditure control accounts and clearance of errors and the maintenance of links to feeder system.
· Prepare all supporting schedules and reconciliations required for the annual accounts

· To assist the auditors with any queries they may have in relation to the annual accounts

· Maintain and monitor the fixed assets registers

Budgets and Business Planning

· Assist in the preparation of the annual capital and revenue budget in consultation with relevant Managers

Accounts Payable Management
· Oversee the Accounts Payable Team, working closely with the Senior Finance Assistants ensuring that all weekly and monthly deadlines are achieved.

· Responsible for the maintenance of the Approved Signatory List in accordance with Standing Orders and iBuy system.

Other

· Train staff from other sections in financial systems, procedures and policies

· Deputise for the Finance Manager/Accountant in his/her absence


General Responsibilities
· To assist the Group in striving to meet its mission and to help foster a culture of continuous improvement

· To comply with the Group’s Standing Orders, standards of probity relating to the Group’s charitable status and Housing Corporation Regulation

· To uphold, as an individual employee, the Group’s Corporate Policies, in particular in the areas of:
· Health and Safety

· Equal Opportunities and BME Policies

· To take responsibility for personal development, sharing knowledge and skills and learning from others

· To strive towards the delivery of excellent tenant and customer service, offering commitment, interest and enthusiasm in serving customers and resolving issues.

Person Specification

Qualifications

· 5 GCSE (Grades A-C), including Maths and English.

· Part qualified member of the Association of Accounting Technicians is desirable.

Knowledge, Skills, and Experience

· 2 years relevant experience including: -

· Experience in budgeting, final accounts and monitoring is essential

· Experience of working with computerised accounts systems, particularly purchase ledger systems.

· Experience of managing staff 

· Ability to use PC applications especially Microsoft products at an advanced level
· The ability to produce complex management information reports
· The ability to analyse a variety of statistical data and draw conclusions
· To be able to understand complex issues

· The ability to analyse problems and provide solutions

Competencies

· Adheres to and promotes the Group’s business values. Deals with customers and colleagues with commitment, integrity and respect.

· Recognises and respects the individual value of all employees. Adopts an open, flexible and receptive approach to working with others.

· Produces accurate and high-quality work. Uses initiative and consults with appropriate manager where required.

· Articulates opinions and information confidently and clearly. Actively listens to the communications of others.

· Supports and shares information with team colleagues, actively participating in decision-making and problem solving to improve services.

· Assists in identifying problems, offering appropriate ideas to resolve them.

· Plans individual work tasks to meet deadlines. Keeps manager and other involved parties informed of progress.

· Demonstrates judgment and the ability to contribute to decision-making at a local level. Seeks advice and information when appropriate.

· Is aware of main company objectives, demonstrating flexibility in task management and priorities as required. Contributes ideas to facilitate change and improve services.

· Uses clear oral and written 2-way communication to share information.

· Ability to work flexibly in peak periods. 
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