JOB DESCRIPTION

Job Title:

Accounts Assistant



Responsible to:
Financial Controller/Assistant Financial Controller 


Purpose of job:
To assist the accounts team with the maintenance of the company’s financial systems.
Main duties:

· Bank reconciliations

· Credit control.

· Payroll processing.
· Matching purchase invoices to purchase orders.
· Posting invoices to the company’s financial system
· Ensuring that invoices are posted to the correct nominal ledger code for analysis purposes.

· Monthly reconciliation of supplier accounts to supplier statements.
· Monthly reconciliation of purchase ledger to nominal ledger.
· Performing monthly supplier payment run and raising adhoc payments to suppliers.
· Ensuring that all payments are correctly allocated on financial system.
· Assisting with month end reconciliations and management accounts preparation

· Answering telephones and performing other administration functions.

· Observing all requirements under Health & Safety regulations

· Keeping staff/work areas tidy and safe

· Reporting any hazard, accident,  loss or damage to management and observing all requirements under current health & safety regulations

The above is not intended to be an exhaustive list and you will be expected to comply with any reasonable request or duties directed by management.

