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Role:           


Assistant Financial Accountant
Reports to:


Systems Accountant
Reports:



none
Budgetary accountability:
nil
Budgetary influence:

nil
Job Purpose
To ensure that all Balance Sheet control accounts are reconciled on a monthly basis, to investigate and resolve discrepancies, to prepare lead schedules and to generally support the Systems Accountant with the preparation of the month end file.

To support the Systems Accountant with financial reporting from the finance system, with Trust Office Overhead budget preparation, and with preparation work for the annual external audit. 

Accountabilities
Assist the Systems Accountant to:

1. To control and develop the Nominal Ledger, ensuring appropriate access and security to enable effective financial accounting within the Trust.
2. Monitor, reconcile and maintain all Balance Sheet Control Accounts (excl. Client and Commissioner Debtors) and to provide reports, analysis and lead schedules to support the Balance Sheet totals as at each month-end.
3. Manage month-end processes including closure of periods and providing access to previous/future periods as required.
4. Liaise with external accounting system support providers to maintain the system.
5. Reconcile Payroll Creditor and Control Accounts monthly, including oversight of monthly Payroll import processes, liaising with the Payroll team and Management Accountant, as required.  

6. Assist in the production of the Trust Office Overhead budgets on an annual basis and to produce Budget Statements for Trust Office departments and projects and schemes. To review any under/over spends with Trust Office budget holders, raising concerns as appropriate and feeding explanation of budget variances to the Systems Accountant for action.
7. Assist in the production of Trustwide Repairs and Maintenance budgets and produce monthly reports to monitor expenditure against budget.
8. Produce monthly and annual reports on capital expenditure analysis including capital retentions, and produce relevant reports and information for management reporting.
9. Monitor capital project spend throughout duration of project, liaising regularly with Project Managers.
10. To account for donations and fundraising and liaise with the appropriate Senior Managers and Finance Officers on the receipt and monitoring of income, including identification of restricted and unrestricted income, agreeing carry forward of unspent balances.
11. To carry out ad-hoc analysis, financial investigation and project work, as required.
To work closely with the Systems Accountant in the production of Annual Statutory Accounts, this includes the following:
a. Produce the Trial Balance and draft statutory accounts.

b. Time-manage the year-end closing process.

c.
Oversee the posting of all journal amendments after the cut-off point (in 

old year and new), and maintain an audit trail of all adjustments, so as       

                        to be able to reconcile year end management accounts to statutory 

                        accounts results.
            d.         Prepare lead schedules and detailed analysis to support all aspects of        

      the Balance Sheet and the Statement of Financial Activities (SOFA).


e.
Year-end Fixed Asset accounting, to include; production of Fixed Asset 

schedules prior to audit, including depreciation and capital retentions.

f.
Produce Maturity of Debt and loan analysis schedules.

g.
Calculate year-end payroll accrual.

h.
Assist with the production of final account schedules, including salary 

analysis and employee statistics.
Other
To provide cover for the Systems Accountant, as required.

Key results area/measures for the role
The following areas are measured by a variety of methods such as feedback from Managers/colleagues,

delivery of personal objectives by the individual via the performance management system, etc.
1. The provision of professional, reliable and consistent Finance advice.

2. A healthy, supportive and proactive attitude is promoted to internal and external customers at all times.

3. Customers of the Finance team always receive a knowledgeable, positive and supportive experience.

4. The Trust’s initiatives relating to delivering strategic aims are supported and endorsed through the work of the Finance team.

5. The morale and wellbeing of your team and colleagues is promoted and actively supported.
6. Month and year-end timescales, plus associated reporting, is completed/achieved.
7. Pay reconciliations are complete and up to date. 
Person Specification
	
	Essential
	Desirable/Ideal

	Qualifications
	Foundation AAT or other qualification demonstrating knowledge of basic book-keeping
	Part qualified (CIMA, ACCA, ICAEW or CIPFA or equivalent) or AAT qualified


	Skills
	Strong skills in data analysis and presentation.  Some experience in preparing control account reconciliations and identifying discrepancies/corrective adjustments

Ability to present and produce clearly, financial information to suit different audiences
Proven excellent planning and organisation skills, with particular emphasis on attention to detail and  thoroughness
Strong I.T. skills and highly proficient in the use of excel.
Good verbal communication skills

	Experience of a range of finance systems

Good written communication skills


	Experience
	At least 2 years’ experience of working in a financial ledger, year- end accounts and environment.
Experience of working under pressure and with multiple demands
Communicating financial issues to non-financial managers


	Experience of using Sun accounts
Capital accounting (Fixed Assets)

Restricted Funds management


	Other
	Ability to derive meaning from data analysis and advise appropriate action.
High integrity and openness combined with commitment to good governance.

A team player, versatile and flexible.
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