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 COALFIELD COMMUNITY TRANSPORT
Job Title: 		Finance and admin assistant

Report to: 		CEO

Liaise with:  	Transport Manager, Admin & Bookings Officer, Drivers, passengers, community and voluntary organisations and groups 

Hours of Work:	35 Hours per week

Location:		Cumnock, East Ayrshire 



KEY RESPONSIBILITIES


	Finance Duties:
1. Administer network support grant data, audit and re-imbursement
2. 
· Administer network support grant data, audit and re-imbursement
· Payroll and HMRC returns, pension data
· Card Payments, raise invoices as required,
· Provide day-to-day book keeping, banking deposits
· Administer and reconcile fuel card expenditure
· Sales and purchase ledger duties – raising invoices, receipts etc
· Ensure all reconciliation i.e. bank paypal, CC etc
· Manage credit control
· Record and reconcile petty cash
· Produce annual budgets on Sage
· Produce and monitor cash flow statements
· Support the preparation of annual accounts
· Assist in the reporting and monitoring of grant funding
· Assist in the preparation of annual accounts
· VAT Returns
· Competent in all MS packages
· Any other duties



GENERAL DUTIES


· CCT has a Health & Safety Policy, a copy of which is available in the Staff Handbook.   Employees are expected to read this policy and take all necessary steps to comply. It is a condition of employment that the employee works safety, having regard to themselves and those around them.   The employee must also comply with all CCT procedures and practices from time to time relating to health and safety matters. Any failure to do so may result in disciplinary action being taken against the Employee.
· Employees will be expected to undertake any reasonable request.
· Employees are expected to work collaboratively with colleagues and ensure effective teamwork.
· Always maintain strictest Confidentiality





Person Specification




	


	Post: Finance and administration assistant



	Requirements
	Essential
	Desirable


	Educational Attainment
	Qualified or can demonstrate competency using Sage Accounts and Payroll
Experience of a similar role
	.

	Knowledge Required
	
	Understanding of the community transport sector/third sector


	Experience Required
	Experience of working in a public facing role
	


	Skills and Aptitudes Required
	Experience of using computers including inputting into databases, Microsoft Work, Excel etc.

Strong interpersonal skills and the ability to deal with a diverse range of people.

	

	Personal Qualities Required

	

	Self-motivated, act on own initiative.

Ability to identify improvements to services.
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