

  OMEGA PLC


JOB DESCRIPTION 

	Job title:
	Accounts Assistant
	Version number:
	1

	Reports to:
	Assistant Accountant
	Dept
	Finance

	Role purpose:
	Assisting in the day to day preparation of accounting data to meet deadlines, prepare and lodge statutory requirements and analyse data where required.  


	Key Responsibilities 
and Accountabilities:

	Accounting

· Petty Cash, Barclaycard analysis and posting
· Fuel Analysis

· Bank postings, euro postings

· Provide holiday cover for vendor ledger.
· Vendor ledger master data to include CIS (Contractors set up)
· Prepare ONS returns (Office for National Statistics)
· Vehicle lease fuel scale charge maintenance and posting
· Cover for electronic (Concur) and manual expenses 

· Raise purchase order invoices for Finance team
Other
· Timely and accurate production and/or analysis of information to meet agreed deadlines.

· Continually review all process to seek out improvements to relevance and efficiency.
· Raise cheques as required and ensure all correctly posted to the Nominal Ledger.
· Provides assistance to the Assistant Accountant as and when required.
· Any further tasks which may be requested on an ad-hoc basis not listed above.

	People Management:


	Manages people?
	No

	
	Responsible for:

Allocation of work (task based)

Setting direction (objective based)

Performance management

Recruitment

Absence management
	No

No

No
No

No

	
	No of direct reports:
	0

	
	Overall team size (headcount):
	0

	Other People Mgt comments:
	

	Financial:
	Cost centre manager
	
	No

	
	CAPEX responsibility
	
	No

	
	P&L responsibility
	
	No

	Other Financial Impact comments:
	Ensure business processes are adhered to including purchase order processing, expenses and master data set up.

	Key Relationships:

(level, nature & purpose)


	Within own department:
· Assistant Accountant  – Line Manager

· Accounting staff – Colleagues

· Credit Control Manager – Indirect Manager

· Management Accountant – Indirect Manager

· Finance Director - Directorate
Across other departments:
· Human Resources - Payroll transactions and reporting

· Managers – authorising and resolving payment queries

· Directors – authorising and resolving payment queries
· Purchasing – resolving vendor disputes.

External suppliers:
· Vendors for statutory information ie Intrastat

External customers:
· HMRC 

· Councils 

Internal customers:
· Finance Manager – Data and management information

· Finance Director – Analysis when required.

· Departmental Heads – Analysis and support



	Other relationship comments:
	

	Skills, knowledge
and experience:
	Essential:


	· Good general education including Maths at Grade 4/C GCSE or equivalent  

· Good Microsoft Office skills, and in particular must have intermediate Excel skills 

· Accurate with good attention to detail

· Excellent analytical and problem-solving skills.

· Good communication skills

· Confident and assertive
· Knowledge and experience of using Computerised Accounting packages, ideally SAP R3

· Previous experience of using online systems such as HMRC, Banking etc

	
	Desirable:


	· Understanding of Accounting standards

· Experience of working in purchase ledger.
· Experience of working in multiple currencies
· Manufacturing and distribution background

	Any other comments:
	The role requires integrity and confidentiality in all transactions.

	Created by:
	Manager:
	R Adam, Finance Director
	Date:
	10.06.2019

	
	HR:
	A Waller, Head of HR
	Date:
	10.06.2019
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