JOB DESCRIPTION

	JOB TITLE:

Finance Assistant
	DEPARTMENT: 

Finance & Corporate Services



	GRADE:

EVH Grade 5 PA13-PA16

	SECTION/FUNCTION:

Finance

	REPORTING TO:

Finance Manager


	REVIEWED:

January 2023


1. JOB PURPOSE

1.1 To assist and support the Finance Manager in ensuring that the Finance & Corporate Services Function meets its service targets providing a high-quality service to its internal and external customers. 

1.2 To undertake a range of finance and accounting tasks within the Finance Section of the Association.

2. ACCOUNTABILITY/RESPONSIBILITY

Responsible to the Finance Manager on a day-to-day basis. 
3. MAIN DUTIES OF POST 

Financial Management of Purchase Ledger 
3.1
To provide support and assistance in the delivery of an operational finance service, providing information to managers, colleagues, and customers on a range of areas as required.
3.2
To assist with the maintenance and administration of all day-to-day financial records in a timeous and accurate manner.
3.3
Overall responsibility for the Purchase Ledger for Cunninghame Housing Association and its subsidiaries. Co-ordinating workload with other team members and ensure invoice processing and payment runs are up to date.
3.4
To maintain a clean Purchase Ledger, ensuring all payments and Direct Debits are posted and matched accurately.
3.5
The collation and reconciliation of purchases using the company credit cards.
3.6
Management of petty cash, banking and replenishment /reconciliation of such. 
3.7
Monitor and reconcile inter-company transactions.

3.8
Manage Purchase Ledger monthly period ends and accrue invoices where required. Close the Purchase Ledger monthly and timeously.

3.9
Ensure payment run cycles are adhered to, remittances issued and all electronic filing kept up to date.

3.10
Monitor the electronic invoice authorisation system, action any queries, and resolve any invoice disputes.
3.11
To maintain and analyse a range of accounting data, including journals and ledger reports including reconciliation is, to provide timeous management and other financial information as required and for review by the Finance Manager.

3.12
To maintain, monitor and report on the day-to-day purchase ledger transactions preparing financial reconciliations of statements and other information timeously escalating any identified issues to the Finance Manager.

3.13
To aid with the timeous processing of data that supports the completion of the Association’s Annual Revenue Budget, financial monitoring, year end and Annual Accounts. Ensure invoices are coded to the correct budget codes.
3.14
To ensure all activities undertaken comply with Accounting Policy, Statutory Regulations, and the Association’s Financial Policies

3.15
To undertake any training required on the current developments within the Association.

3.16
Work flexibly across the Finance team where appropriate to provide the relevant support as required during submission timelines, annual leave, and absence cover.

3.17
This job description is indicative of the nature and level of the responsibilities associated with this job. It is not exhaustive, and the post holder will be required to undertake other duties and responsibilities appropriate with the role.

4. GENERAL RESPONSIBILITIES

4.1
Ensure all materials and equipment provided to assist in carrying out the duties of the post are properly secured in accordance with the Association’s policies and procedures.

4.2
Adhere to the Finance departments policies and procedures for good records management. Ensure that the correct information is created, maintained, stored, and retrieved in accordance with business need and statutory and legislative requirements.


         1

