Abel and Imray
JOB DESCRIPTION

Job title :


Junior Accounts Assistant
Reporting to :
The Head of Accounts Department; Finance Partners
Purpose of Role;
To provide a professional, approachable and efficient financial service that is virtually error-free, in order to assist in the provision of a high quality financial service both internally and externally.

Key Responsibilities are:

· Processing, creating and filing incoming paperwork relating to financial transactions 

· Entering transactions in the firm’s computer accounts system

· Setting up new accounts (e.g. new clients and suppliers)

· Arranging payments to suppliers and agents
· Entering cash received in accordance with client money regulations
· Answering simple queries from clients, suppliers and colleagues in firm

· Printing, checking and sending statements and invoices to clients

· Visit to bank branch to pay in cheques 
· Reconciliation of various balance sheet accounts (e.g. bank accounts)

· Entering exchange rates in the firm’s computer systems  
· Other Accounts Department duties that may arise from time to time

The following responsibilities apply to all staff;

· security of the premises 
· such duties as trained to undertake regarding the emergency exiting of the premises 
· making and storing a back-up or copy of own, i.e. “non-network”, data 
· assisting colleagues in their duties
· such other tasks as may from time to time be required
Key behaviours (from the behaviours list)
Concern for order, accuracy and quality
Productivity

Working with others

Communication 
Knowledge and skills required (e.g legal knowledge, ability to operate specific software applications)
Numeracy skills
Knowledge and understanding of the accounts software required in the job

Knowledge and understanding of Microsoft Outlook
Basic knowledge and understanding of Microsoft Word and Excel
Standards of professional behaviour required;

In addition to the matters identified above, you will, as a matter of course, be expected to 
· Remain in touch at all times with company developments and periodic concerns
· Use your experience to assist in the training of others

· Exhibit honest and open communication within the team


· Demonstrate efficient time management

· Be able to work on your own initiative

· Ensure that cover for your duties is made in your planned absence

· Project a professional and courteous manner
Job Holder:

Dated :     [image: image1.bmp]
