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Job Description 
Job Title:

Accounts Assistant
Salary:

£20,000 - £25,000 (Pro-rata if part-time or reduced working hours)
	Hours:
	21 to 35 hours per week, Monday to Friday (happy to talk flexible working)

	Benefits:
	25 days per annum plus public holidays, 8% non-contributory Pension, Group Life Insurance, BUPA Health Insurance, Health & Wellbeing Support and People Friendly Hours

	Reporting to:
	Finance Team Leader




Background

Routes to Work South is a well-established company dedicated to the alleviation of poverty in South Lanarkshire.  The organisation delivers a range of services on behalf of the local Council and generates income from a range of other sources including through competitive tenders and social enterprise activity.  RTWS invests throughout South Lanarkshire in local people, communities, facilities and staff and year on year helps over 1,000 South Lanarkshire residents gain employment.
The company achieves a higher number of job outcomes than the combined total of all other organisations delivering employability services in South Lanarkshire and also provides pre-employability support, vocational training opportunities and direct referrals to complementary services through an extensive network of partner organisations and referral agencies.  

RTWS has been recognised as one of Scotland’s Top Employers and delivers services on behalf of the local Authority, Scottish Government and other national organisations including the Department for Work and Pensions and Skills Development Scotland. 

The ideal candidate will be target driven, motivated, an excellent communicator with good attention to detail.  Possess strong IT and database skills, with demonstrable experience in a similar role. 

Job Profile
As Accounts Assistant you will be able to demonstrate your previous experience within an accounting environment with sound knowledge of SAGE.  You’ll be confident with a positive outlook and a clear focus on accuracy and organisation. You’ll be working as part of a small team in a fast-paced flexible environment, so this role will suit an enthusiastic, well organised individual with excellent verbal and written communication skills.  With superb attention to detail, you will work well under pressure and be able to deliver within agreed timescales.  As part of the Finance Team you will also be jointly responsible for continuous improvement.
Key Duties
· Sales & Purchase Ledger

· Credit control

· Project budget forecasting and invoicing

· Assist in the production of financial statements, preparation of spreadsheets, reports and correspondence as required
· Payroll processing & management, using SAGE Payroll
· Processing of monthly journals
· Bank, Petty Cash and General account reconciliations
· Assist in month end closing process
· Assist compilation and production of financial year end data
· Always Deliver and maintain a quality service in line with RTWS Customer Service Standards Policy and Procedures
The above duties are not exhaustive, and the post holder is expected to undertake any other reasonable tasks as required.
Person Specification
The ideal candidate will have at least 3 years’ experience in a finance role and will possess strong analytical and excel skills and must be proficient using SAGE 50.  This role is not transactional only, you will be expected to liaise and communicate internally regularly and have a proactive approach to problem solving. You will have a passion for getting things right and an eye for detail. You will also display flexibility in line with organisational requirements and be enthusiastic about getting involved in other areas of the business.  
Reporting to the Finance Team Leader this role’s primary responsibility is ensuring accurate and timely processing of financial data.
	Essential
	Desirable

	At least 3 years’ experience in a similar role with experience of sales and purchase ledger and SAGE
	A relevant accounts qualification and/or actively studying towards

	Proficient in the use of SAGE 50 and SAGE Payroll
	Evidence of continuing professional development

	Strong analytical and Excel skills with the ability to manipulate data
	Preparation and Submission of VAT returns

	Working knowledge of online banking systems
	Experience of Charity Accounting

	Competent using Microsoft packages including Word and Outlook
	Experience of compiling and Producing Financial Year End Data

	Ability to work under pressure and meet targets and deadlines
	

	Able to manage and plan a high-volume workload
	

	Excellent written and oral communication skills with excellent organisational skills.  Demonstrating flexibility, must be disciplined and deadline conscious
	

	Must be self-motivated and have a pro-active approach, be capable of working on own initiative with the ability to ensure compliance
	

	Target and performance driven to achieve KPI’s
	


Target/KPI’s
Routes to Work South is a performance and target driven organisation.  Targets and key performance indicators will be discussed and agreed with the post holder at induction.  

The post holder should also demonstrate knowledge of the ethos of the voluntary sector and Equal opportunities, use of language in its promotion, and its implications in the work of the organisation.
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