Accounts Assistant

Reporting to the Group Financial Controller
Main Duties and Responsibilities

· To carry out daily posting of sales ledger and purchase ledger receipts and payments

· To record credit/debit card receipts and post to ledger

· Reconciliation of customer and supplier accounts

· Prepare daily cheques and paying book to send to bank

· Provide customers with copy invoices as required i.e. sales invoices and credit notes

· Send out customer statements fortnightly

· Reconciliation of petty cash

· Prepare supplier payment list fortnightly for authorisation by Group Financial Controller

· Prepare weekly invoice list to send to Bank for invoice financing agreement.

· Prepare and submit VAT returns and PAYE

· Assist Group Financial Controller with preparation of monthly Management Accounts.

· Assist Group Financial Controller with financial forecasting.

Key Responsibilities
· Ensure banking is up to date at all times

· To assist Group Financial Controller as required

· To liaise with other departments to ensure they are aware of customer status.

Core Competencies

· Previous experience of working in Finance is absolutely essential

· Experience with ERP systems or Accounting Software

· Knowledge of Microsoft Office is essential, especially Excel and Word

· General Admin experience

Personal Attributes

· Good team player

· Good communications skills, including good telephone manner

· Able to work to deadlines

· Accurate and excellent attention to detail

· Able to build internal and external relationships

· Ability to prioritise workload and have sense of urgency
