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	JOB DESCRIPTION



	1. JOB DETAILS

	JOB TITLE
	Finance Assistant Purchase Ledger & Insurance

	REPORTS TO
	Assistant Director of Finance

	DIRECT REPORTS
	None

	TEAM
	Finance

	LOCATION
	Morfa Gele, North Wales Business Park, Abergele.

	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 range from 90 -100 per month
Purchase Ledger Invoices range from  900 – 1000 per month



	4. 
MAIN ACCOUNTABILITIES 

	To ensure that reconciliations are carried out on a monthly basis to ensure 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/log all invoices received by the Group into the Open Accounts and Open Contractor systems and distribute to budget holders for approval.
· Liaise with subcontractors, suppliers and building maintenance staff to resolve queries and disputes and ensure continuity of the invoicing process.
· Produce weekly monitoring reports for unmatched invoices, goods received not invoiced, open purchase orders and work in progress, and maintain a log to monitor the results.
· To maintain Unapproved Invoice Report on a weekly basis to ensure all invoices are paid on a timely basis.
· To process 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 of all 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 and accruals for the management accounts.
· Manage the financial year end process of requesting submission of invoices by agreed deadlines and delivery of year end processes.
· Processing Weekly Sundry Payments Process.
· Ensure compliance with the Group’s Authority Matrix for Budget Holders and limits.
· Reconcile on a monthly basis 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 and queries.
· Annual archiving of Purchase Ledger invoices.
· To ensure all Policies & procedures are maintained.


	


Insurance
· Maintain an effective system for the administration of insurance claims, including communicating with key staff and the insurers.
· Collate and coordinate the completion of the annual insurance renewal documentation.  Liaise with relevant staff across the Association to ensure this process is completed in line with the agreed deadline.
· Reconcile invoices for claims and payments; maintain statements of claim expenditure to support accounting journals.
· Produce a monthly report on the status of all claims for the Group Financial Controller, insurance review meetings and Health and Safety forum.

	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. WORK CONTEXT (environment, type of equipment)

	The post is based at the Head Office of Cartrefi Conwy.  There is limited requirement for travelling in this post. The regular use of ICT systems and technology is a requirement of the post. This post is required to be office based to effectively deal with queries and ensure continued service delivery.



	7. AUTONOMY AND DECISION-MAKING (limits and freedoms)

	· Tasks in this post re priority/deadline based.
· The post holder has the flexibility to decide what order tasks are carried out, however, all tasks are expected to be completed to deadline or by priority set.
· Most tasks are expected to be completed on a daily basis.



	8. COMMUNICATIONS (the main communications that take place. frequency, purpose and method)

	INTERNAL
	Consult daily with Budget Holders regarding invoices needing authorisation and to resolve any invoice queries/problems.

	EXTERNAL
	External Suppliers/Customers regarding invoice queries and debt collection.
Internal Auditors as necessary to provide information relating to the audit scope and to respond to audit reports received.
External Auditors as necessary to support the yearend financial audit by providing information and explanations relating to Purchase Ledger & Sales Ledger invoices and related transactions/



	9. AREAS OF COMPLEXITY (what provides most stretch)

	· Invoices can be slow at being authorised by Budget Holder 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.
· Accuracy of Purchase Orders.



	10. AGREEMENT

	Job Holders’ Signature:
	
	Date:
	

	Line Managers’ Signature:
	
	Date:
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Finance Assistant

	The FINANCE ASSISTANT will be highly organised and able to work effectively within established guidelines/procedures to deadlines, prioritising and taking ownership of a busy workload. They will have experience of providing finance support to departmental staff and the Head of Service.   They will have excellent communication skills.

	ACADEMIC /PROFESSIONAL QUALIFICATIONS 
	Essential / Desirable
	How this will be assessed

	English & Maths GCSE grade C or above (or equivalent qualification)
	Essential
	Certificate 

	KNOWLEDGE & EXPERIENCE
	
	

	Experience of working within established guidelines/procedures
	Essential
	Application / Interview

	Experience of working to deadlines and managing a busy workload
	Essential
	Application / Interview

	Experience of support to a team and Head of Service
	Essential
	Application / Interview

	Knowledge of Accounting Systems – nominal ledger, purchase ledger, sales ledger
	Essential
	Application / Interview

	Knowledge of job costing systems
	Desirable
	Application / Interview

	SKILLS
	
	

	Excellent organisational skills
	Essential
	Application / Interview

	Well-developed communication, relationship management and customer service skills
	Essential
	Application / Interview

	Excellent data input skills
	Essential
	Application / Interview

	Microsoft Office – an understanding of word and excel at basic level
	Essential
	Application 

	Welsh Language Skills
	Highly Desirable
	Application / Interview

	CARTREFI COMPETENCIES
	
	

	Committed to quality 
	Essential
	Application / Interview

	Innovative
	Essential
	Application / Interview

	Doing the right thing
	Essential
	Application / Interview



Cartrefi Conwy are committed to Equality and Diversity in our activities
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