
        [image: image1.jpg]University of Wolverhampton

Students’ Union




Job Description
Post:



Finance Assistant 

Responsible to:  

Finance Manager 

Location:  

            City Campus 
Salary Band:   

Scale 1, Points 7-13 - £15,792 - £18,482 (FTE) 
Hours: 


            14.8 hours per week 
Purpose of the post
To provide accurate and high quality financial administrative support to the Financial Function within the University of Wolverhampton Students’ Union (UWSU)
Adhere to the financial procedures of UWSU and ensure all the financial systems are maintained in accordance with such procedures.
Main Duties and Responsibilities
1. To work closely with the Finance Manager to ensure smooth operation of all finance matters

2. Plan, organise and manage own workload to ensure your contribution to the company’s monthly financial reporting process is achieved in a timely and accurate manner

3. Assist in the production of financial statements, reports, preparation of spreadsheets and correspondence as required  

4. To input accounting data into the Sage accounting system with speed and accuracy 

5. Processing purchase orders 

6. To undertake the processing of sales and purchase invoices and credit notes including matching purchase orders to invoices

7. To liaise with customers and  suppliers regarding invoices and payments 

8. Undertake the posting of the following: weekly banking summaries for all campuses, journals , petty cash vouchers and printing and posting of daily MSL income sheets 

9. Administration of City Petty Cash, to include processing all claims, collection, reconciliation, and replenishment.  Checking of Walsall Petty Cash Spreadsheet and posting vouchers monthly

10. Ensure cash is promptly banked in accordance with the regulations 

11. Completion of monthly summary sheets for travel expense claims 

12. Maintaining an up – to – date organised and effective filing system

13. Actioning post and alerting the Finance Manager to urgent items 

14. Completion of Bacs supplier payment summary  

15. Monthly reconciliation of Central Billing Statements to Purchase and Sales Ledger 

16. Monthly reconciliation of Credit Card Statements to the Purchase Ledger
17. Monthly reconciliation of Cashiers Float and Ad Hoc checks of departmental floats and stock 
18. Monthly reconciliation of NUS Extra invoices and credits  

19. To assist with end of year preparation and procedures as required

20. To ensure that all levels and types of communication with internal and external customers are professional and friendly at all times, actively employing skills of respect, tact and diplomacy.  Ensuring that the UWSU confidentiality policy is strictly adhered to
21. To support the Finance Manager with Finance and Bar & Café related administrative tasks as required
General Tasks and Responsibilities
22. To work to the Core Aims of the UWSU in carrying out your duties.
23. To remain up to date with the UWSU’s policies and procedures and identify and undertake relevant training, to enable continuing professional development, where resources allow.
24. To adhere to the USWU’s Health and Safety and risk assessment procedures, ensuring implementation and monitoring as appropriate;
25. To prepare for and proactively engage in the performance review cycle with your line manager.
26. To attend appropriate internal and external meetings, as directed by your line manager.
27. To undertake such other duties as are agreed as being in keeping with the general nature of the job and its grade.
Person Specification
	You should be able to demonstrate in your application
	Essential
	Desirable
	Tested

By

	QUALIFICATIONS AND KNOWLEDGE
	
	
	

	AAT
	
	· 
	AF/I

	
	
	
	

	WORK RELATED EXPERIENCE
	
	
	

	Experience of working within a finance  department 
	· 
	
	AF/I

	Basic understand of accounting processes and procedures 
	· 
	
	AF/I

	Awareness of the provisions of the Data Protection Act and be able to apply these within the organisation
	
	· 
	AF/I

	Ability to work under pressure and meet targets and deadlines 
	· 
	
	AF/I

	SKILLS AND ABILITIES
	
	
	

	Excellent written and oral communication skills 
	· 
	
	AF/I

	Good level of competence in Excel Word and Outlook and computerized accounting software 
	· 
	
	AF/I

	Ability to establish good working relationships with a  wide range of individuals 
	· 
	
	AF/I

	Ability to work as part of a team and on your own initiative, without close supervision
	· 
	
	AF/I

	Excellent organisational skills, including the ability to plan and prioritise work
	· 
	
	AF/I

	Ability to take a constructive and co-operative approach to solving problems
	· 
	
	AF/I

	Proven to maintain accurate systems and records
	· 
	
	AF/I

	Innate ability to pay attention to detail and ensure high standards
	· 
	
	AF/I

	Ability to analyse and interpret data and take  appropriate action as a result
	· 
	
	AF/I

	PERSONAL QUALITIES 
	
	
	

	Approachable and empathetic
	· 
	
	I

	Flexible and able to adapt to change and adapt to changing priorities  
	· 
	
	AF/I

	Able to work in a busy office environment 
	· 
	
	AF/I

	Self-motivated and enthusiastic
	· 
	
	AF/I

	Committed to equality of opportunity and the democratic structure of the SU
	· 
	
	I


Tested by = method by which you will be asked to demonstrate you possess this quality or attribute

AF = Application Form

     I = Interview

