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JOB DESCRIPTION

JOB PROFILE
JOB TITLE:    
Finance Officer (35 hours) 

JOB HOLDER:
Vacant

START DATE:
TBA
1. MAIN PURPOSE OF JOB

To assist the Finance Manager and Management Accountant in ensuring integrity for financial transactions.
2
POSITION IN ORGANISATION

· Reports to Finance Manager 
· Tasked by the Management Accountant 
· Key relationships: CEO, Business Manager and Programmes Finance Manager.
3
SCOPE OF JOB

· Purchase Ledger
· Sales Ledger
4 DIMENSIONS & LIMITS OF AUTHORITY

· Responsible for accurate coding of invoices providing information to the Management Accountant for the production of management accounts
· Will have access to all bank accounts with the ability to set up payments ready for approval
5. 
QUALIFICATIONS & SKILLS LEVEL

· Qualified by experience (with potential for sponsored studies) 
· Excellent numerical skills with the ability to analyse data, statistics and review budgets and expenditure.

· Excellent IT skills, including experience of working on databases (Salesforce), Microsoft Excel and accounting systems i.e. Quickbooks / SAGE

· Self-motivated with the capacity to work on own initiative, as well as part of an online team.
· Ability to multitask and be flexible.
· Proven organisational skills and the ability to work to strict deadlines

· Respectively assertive ensuring that tasks are completed to a high standard

· Demonstrates personal integrity and trustworthiness 

· Has a high attention to detail and pursues thoroughness.
6 PROVEN ABILITY

· Minimum 12 months experience in a finance role, to include managing purchase and sales ledgers.
DUTIES & KEY RESPONSIBILITIES

Purchase Ledger






30%

· Matching of supplier invoices to Purchase Orders and GRN’s and ensuring have appropriate authorisations. Alerting the Business Manager of any discrepancies
· Processing invoices and coding appropriately
· Setting up supplier payments

· Checking supplier statements
· Vetting new suppliers before setting up in Sage
Sales Ledger







30%
· Posting of sales ledger invoices and receipts and monitoring overdue debts
· Import data files into accounting package

· Monitoring and paying refunds due back to customers

· Send monthly statements to customers and monitor closely for overdue amounts.

Other finance responsibitlities 






40%

· Assisting Programmes Finance Manager with monitoring project expenditure
· Reconciling Salesforce project payments to Sage

· Assisting Finance Manager with end of month reporting

· Bank reconciliations.
· Processing of payments in Salesforce 
· Credit card statements / staff expenses

· Petty cash and foreign currency
To carry out such other duties as may be reasonably requested.

SAFEGUARDING STATEMENT AND HOW IT APPLIES TO THIS ROLE

TLMEW has a zero-tolerance policy towards any abuse, neglect, and exploitation to all people. Safeguarding is everyone's responsibility, and all employees are required to act in such a way that always safeguards the health and wellbeing of children and vulnerable adults. The postholder must sign, be familiar with, and comply with all TLMEW organisational policies, including the TLMEW Code of Conduct, Safeguarding Children & Vulnerable Adults Policy and Procedures.  All TLMEW staff are required to participate in mandatory safeguarding training. 

Safeguarding Risk Level: Low
This role has been assessed as having a ‘low’ level of safeguarding risk. This is because the role does not have any direct or indirect contact with children or vulnerable adults. 

TLM will put relevant mitigation measures in place in order to lower the level of safeguarding risk. For example, these will include: safe recruitment procedures, support from staff with safeguarding expertise, and annual assessment of role-related safeguarding risks. It is expected that the post holder will collaborate so that these measures can be put in place.

JOB HOLDER:


 LINE MANAGER:  
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