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PERFORMANCE RELATED JOB DESCRIPTION

Job Title

:
Finance Assistant Apprentice
Employee Name
:


Reports to

:
Finance Manager
Date

:

Purpose:
To support the Finance & Property team in ensuring the smooth, accurate & timely running of Sales and Vendor Ledgers.
Function:
· To ensure payments are made and received according to terms & conditions

· To support Finance Manager and other Business Units 

· To ensure legal compliance
Roles & Responsibilities:

Key

· Process applications, certificates and purchase invoices/credits in line with Group Procedure

· Effectively manage queues in management information system

· Reconcile vendor statements monthly
Other

· Maintain account records including credit applications and subcontractor verifications

· Ensure all accurate data is in place for timely production of team scorecard

· Play a full part in Finance & Property Team meetings and produce agreed reports for circulation

· Liaise closely with all parts of the Group, provide sound guidance and ensure that appropriate confidentiality is observed

· To cover other roles within the Finance & Property Team when required

· Maintain continuous professional development

· Identify opportunities for cost reductions and process improvement  (both time and money saving) and take appropriate action
· Communicate effectively with all people across the business both written & orally

	Required Qualifications
	Level / Discipline
	Date of Accreditation
	Comments

	I.T Training - Microsoft 
	Intermediate
	
	

	GCSE’s
	Grade 7 – 9 or equivalent
	
	

	NVQ /Other 
	Business and Administration
	
	


	Key Performance Indicators – How to prove that you are doing your job properly

	Outputs
	Indicators

	Accounts on Stop 
	In line with scorecard benchmarks

	Queue numbers  
	In line with scorecard benchmarks 

	Ledgers are well run 
	All ledger reports are accurate (acceptable level of miss postings and unreconciled activity)


PLAN                    MANAGE                    MONITOR

NB Evidence of completing your Roles and Responsibilities must be produced at every review.

The Functions, Roles and Responsibilities will evolve over time and should be reviewed quarterly and amended as necessary to ensure they reflect the needs of the job.
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