JOB DESCRIPTION – ACCOUNTS ASSISTANT
Job Title:


Accounts Assistant
Job Holder:




Location:




Reports To:




Significant Relationships:


OVERALL OBJECTIVE OF ROLE

An Accounts Assistant is an integral part of the team responsible for maintaining an efficient and accurate finance function within the business.  The Accounts Assistant is predominantly responsible for assisting the team of accountants with junior accounting duties. 

An Accounts Assistants work will include basic book keeping activities, working with sales and purchase ledgers and running calculations to ensure that records and payments are correct.

KEY TASKS AND RESPONSIBILITIES

· Reconciling finance accounts

· Maintaining spreadsheets

· Credit control

· Preparing statutory accounts

· Cash allocation

· Sales order processing

· Managing daily post in and out

· Handling and writing cheques

· Receiving and processing all invoices, expense forms and requests for payment

· Verifying calculations working with the Accounts system

· Reconciliation of Direct Debit mandates

· Managing petty cash transactions

KEY COMPETENCIES
Personal Qualities

· Strong understanding of the workings of an office

· Basic understanding of accountancy and book-keeping

· Would hold or be working towards an AAT/CIMA/ACCA certificate or related accountancy qualification

· Excellent interpersonal skills – to deal with customers and external contacts

· Good organisational skills and ability to work to, and sometime implement own  processes
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