Finance Assistant
Aim of post

· To process and maintain savings for the children in our care

· To oversee the process for recharging to local authority’s 
· To work as part of a team providing assistance and cover to all areas of a busy finance department
Responsibilities
Children’s savings

· To maintain accurate records for children’s savings
· To allocate interest between savings on a monthly basis

· To forward any savings to the appropriate person when a child leaves the organisation
· To prepare and distribute children’s savings statements

Recharge Invoices

· To prepare invoices for costs received that need to be recharged to the local authority
· To ensure external approval for incurred costs has been provided
· To follow up with customers to ensure payment of invoices
To provide assistance and cover in the following areas of the Finance department:
· Purchase Ledger
· Foster Parents Ledger
· Credit control
Working Relationships

· Reporting to the Financial Controller
· Working closely with all staff, customers and foster families
Person Specification
Essential
· Excellent IT skills, specifically Excel, Word and Outlook
· Excellent attention to detail

· Organised
· Methodical
· Excellent communication skills

· Self motivated
· Ability to multitask and prioritise
· Positive attitude
· Confidentiality

Desirable

· Knowledge of CRM systems
· Knowledge of Access Dimensions
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