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DEPARTMENT:	Finance and Technology
JOB TITLE:	Finance Officer
HOURS OF WORK:	18.5hrs per week (Monday, Wednesday and Friday)
POST NO:	FG016
SALARY:	£28,142 - £31,537 (Pro Rata salary £14,071 - £15,768)

What is the role?

You will assist with the delivery of the Exchequer Service including providing accurate advice to employees and customers in relation to creditors and debtors.
 
You will:

· Process supplier invoices, arrange payments and resolve payment disputes.
· Set up invoices and payment arrangements for customers owing us money and the collection of arrears.
· Reconcile bank statements and control accounts.
· Maintain supplier and customer data and liaise with them by phone, email or letter.
· Provide administrative support for insurance processes.

You will be expected to work flexibly and help and support other team members as needed. You may also assist with other tasks and projects being undertaken by the wider finance team as and when required.

At times we may expect you to undergo training to further your own knowledge and skills.


Who is the Person?

It is important to us that you have:
· Excellent numeracy, IT and written communication skills.
· Excellent telephone manner and verbal communication skills.
· The ability to work as part of a team.
· Time management skills and flexibility to deal with changing priorities.
· An open and challenging mind as to what processes should be. 

Ideally you will have:
· Experience of ledger-based accounting.
· Experience in accounts payable and accounts receivable systems
· Experience in basic debt collection


Our policy is to make adaptations for those who have substantial and long-term disabilities.  If you need an adaptation to carry out any of the above please let us know.
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