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	JOB DESCRIPTION



	1. JOB DETAILS

	JOB TITLE
	Finance Assistant – Accounts Payable

	REPORTS TO
	Assistant Director of Finance 

	DIRECT REPORTS
	None

	TEAM
	Finance

	LOCATION
	Morfa Gele, North Wales Business Park, Abergele / Home Working

	SALARY DETAILS
	Grade 4 



	2. PURPOSE 

	To maintain the accounting ledgers of the Association in an accurate and timely basis.  Ensure all accounting processes and procedures and internal controls are adhered to.  Assist in the effective and efficient operations of the Association’s financial management systems.



	3. DIMENSIONS Scale & Diversity

	Volume of debtor invoices circa 100+ per month
Purchase Ledger Invoices range circa 700+



	4. 
MAIN ACCOUNTABILITIES 

	To ensure that reconciliations are carried out on a monthly basis to ensure provide accurate monthly information for the Management Accounts.
To ensure that monthly reports are provided on a timely manner ensuring the Balance Sheet control accounts are accurate.
To manage information and compilation of records to support the management and financial accounts.  
To provide back-up cover across the Finance Team during annual leave, sickness absence and other periods of work pressure, in order to ensure monthly routines and deadlines are maintained.

Creditors
· To register/scan all invoices received by the Group into the Open Accounts and Open Contractors systems and distribute to budget holders for approval.
· To maintain Unapproved Invoice Report on a weekly basis to ensure all invoices are paid on a timely basis.
· To approve post authorised invoices on to the Group’s Purchase Ledger systems ensuring all invoices are processed and copies obtained if needed.
· To be responsible for the reconciliation, balancing and correction of all Purchase Ledger records.
· Reconciliation and maintenance of the Purchase Ordering System.
· Reconciliation of suppliers’ statements and liaising with colleagues and suppliers to resolve queries and disputes and ensure continuity of the invoicing process.
· Produce month end listings of all invoices logged but not yet processed for the Management Accountant/s.
· Manage the financial year end process of requesting submission of invoices by agreed deadlines.
· Collate and log all weekly Sundry Payments 
· Ensure compliance with the Group’s Authority Matrix for Budget Holders and limits.
· Reconcile on a monthly basis that the Purchase Ledger module agrees with the Nominal Ledger balance and investigate any credit balances.
· Production of Aged Creditors Report for the monthly Management Accounts process.
· Administration of the Finance E-Mail inbox invoices and queries.
· Annual archiving of Purchase Ledger invoices.
· To ensure all Policies & procedures are maintained.
· Petty cash management and reconciliation



Debtors
· To be responsible for the raising of Group Sales Ledger invoices ensuring all income due is charged on a timely basis.
· To be responsible for the collection of debtor payments by Direct Debit.
· Ensure all unallocated cash is investigated and matched to debt.
· To maintain the Group’s Credit Control process in line with policy and create and monitor compliance with payment plans as appropriate. 
· To maintain a calendar of debtor invoice cycles.
· Reconcile on a monthly basis that the Sales Ledger module agrees with the Nominal Ledger balance and investigate all debit balances.
· To review and provide for doubtful and bad debts, updating the ledger as required.


	5. 
CORPORATE ACCOUNTABILITIES 

	
	To actively support the overall delivery of Cartrefi Conwy’s objectives to provide an excellent, innovative and truly customer focused service.

To contribute to community involvement and tenant participation activities as required.

As a representative of Cartrefi Conwy, to, promote and maintain a positive attitude and image at all times.

To positively promote Cartrefi Conwy’s values; constructively challenging traditional ways of working, contrary behaviour or comments.

To ensure feedback is actively sought in order to inform service improvement for customers and develop more efficient and effective ways of working.

To ensure compliance with Cartrefi Conwy’s Standing Orders, policies and procedures, standards of probity relating to the organisation’s charitable status and Welsh Government Regulation.

To support the development, review and implementation of policies and procedures, in particular of: 
· Health, safety and welfare initiatives
· The associations principles on Equality and Diversity
· Risk management initiatives
· Performance management practices

To utilise ICT technology and systems effectively by developing appropriate skills, adopting efficient business processes, and maintaining data securely and accurately.

To work collaboratively in cross functional working groups where required.






	6. AREAS OF COMPLEXITY (what provides most stretch)

	· Invoices can be slow at being authorised by Budget Holder/authorisers resulting in invoices being paid late.
· Staff who need to check and authorise invoices are not always available to ensure the timely return of invoices for payment.
· CHS and HAWs outstanding debts can be slow to be received and require intensive input to get payments and queries resolved.



	7. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
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