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JOB DESCRIPTION
	JOB TITLE:


	Finance Assistant

	FUNCTIONAL AREA:


	Finance & Resources

	LOCATION:


	Glasgow

	REPORTING TO:


	Finance Manager

	SALARY:
	Grade 1


	MAIN DUTIES/RESPONSIBILITIES

	Job Purpose

The Finance Assistant will assist the Finance Manager in maintaining and delivering accurate and timely financial information, following internal controls and processes to support the finance team meet reporting deadlines. 
Key responsibilities
Purchase ledger
· Process purchase ledger invoices, ensuring they are correctly authorised and coded
· Perform monthly supplier reconciliations

· Prepare ledger for monthly supplier payment runs and ad hoc payments as required
· Reconcile any discrepancies or queries identified by resolving, promptly and professionally, with staff and suppliers
Sales ledger

· Raise and process weekly catering and hospitality invoices.

· Raise and process quarterly rent, service, and common charge invoices for tenants.

· Raise and process quarterly Giving More sales invoices (see General for further detail)

· Distribute customer statements monthly ensuring payments terms are adhered to.

· Reconcile any discrepancies or queries identified by resolving, promptly and professionally, with staff and customers
Awards Management
· Incorporate open awards, programmes, and scholar awards into accounting software

· Reconcile grant management system to accounting software
Grant & Scholar payments

· Process grant payment runs on both accounting and banking software.
· Process scholar payments, as required, on both accounting and banking software
· Confidently liaise with grant and scholarship teams to facilitate the timely processing of these payments
Bank

· Reconcile all bank accounts on a weekly basis
· Process ad hoc payments, including international payments, as required

General

· Distribute credit card statements to the staff team for approval, ensuring they are processed accurately and promptly, with relevant supporting information
· Process monthly depreciation journal and update fixed asset register, as necessary.

· Reconcile balance sheet items to trial balance

· Calculate and incorporate quarterly Giving More transactions into the ledger (see Sales ledger for corresponding detail)
· Monitor finance mailbox and respond to queries timely and professionally, as required
· Update management information analysis weekly or as required by the Finance Manager
· Ad hoc financial processing, payments, reconciliations, and reporting, as required.
Other responsibilities

· Opportunities to contribute to work supporting cross-cutting themes for the Trust, for example Equality Diversity Participation and Rights and Climate Change; and to complete mandatory TRT staff training on whole organisational skills, as needed
· Build and maintain relationships with a wide range of key partners & stakeholders
· Adopt and demonstrate the Trust’s values

· Assist with the year end audit, as required by the Finance Manager
· Provide any other ad hoc support and assistance, as directed the Finance Manager



	Signed by:
	Sharon Ross
	Date
	22/06/23
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PERSON SPECIFICATION FORM

	FUNCTIONAL AREA:  Finances & Resources

	VACANCY REF. No:

	JOB TITLE: Finance Assistant

	LOCATION: 


	THE EMPLOYEE


	ESSENTIAL
	DESIRABLE

	Qualifications/Experience

What educational attainments must the candidate possess?  What professional/technical skills and knowledge are important, and what kind of job experience should the candidate have?
	· Proficient knowledge of Sage 50 or similar financial system
· Confident working with Microsoft Office, with proficiency in Excel
· Demonstrable experience of working within a finance/accounts department

· Demonstrable experience of interacting and communicating financial issues across non-finance functions
	· Knowledge of Sage 200
· Knowledge of O365
· Knowledge of Salesforce

· Experience of automated approval systems



	Special Aptitudes

Are there any particular skills which are required for the job e.g. numerical, language, verbal reasoning etc.
	· Excellent interpersonal and communication skills
· Excellent organisational skills

· Excellent analytical and problem-solving skills, with strong attention to detail
	

	Personal skills & qualities
	· Adaptable to change and innovate to meet the needs of the team / organisation

· Provide quality and detailed financial information within tight deadlines

· Work effectively as part of a collaborative team but also using your own initiative proactively
· High emotional intelligence with ability to communicate with stakeholders at all levels
	

	Circumstances

In terms of personal circumstances, what will the job demand / provide? 
	· There may be some travel required, on occasions 
· The Trust is committed to hybrid working
	


