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Finance Officer
Fixed Term Contract

Job Description 	

Line Management Responsibility	None
Accountable to	Head of Finance and Resources

	

Responsibilities

· Support the Finance Assistant/Payroll Officer in reviewing and processing employee expenses and Allpay cards.
· Work closely with the Finance Business Partner, Finance Assistants and Payroll Officer to offer support with the team's monthly workload and meet deadlines.
· Build strong relationships with non-finance colleagues, especially those within the Service areas and teams.
· Act as cover for payment runs and sales invoicing in terms of holiday/absence.
· Perform monthly bank reconciliations.
· Entering data, maintain records and create reports as required.
· Fulfil any other duties as requested by the Head of Finance.


Participation and Integration

With other finance team members, Service Managers and SMT when required


Joint Working

With other finance team members, Service Managers and SMT when required.






Equality, Diversity and Inclusion

Represent and protect diversity through valuing everyone’s contribution, by integrating diversity into all that you do and promoting its core values.

This job description is not an exhaustive list of tasks.Person Specification  	
Payroll/Finance Officer


Education and/or Professional Qualifications

Essential:	N/A

Desirable 	HNC Accounting


Experience & Skills

Essential:

· Previous experience working in a finance team.
· High level of attention to detail.
· Problem-solving attitude.
· Highly organized.
· Self-driven and motivated.
· Team player.
· Good Excel literacy

Desirable 

· Experience of Navision accounts, full training will be given
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