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JOB DESCRIPTION

	POST:	
	ASSISTANT FINANCE OFFICER 

	SALARY SCALE:	
	EVH Grade 6 (PA 17–20) £36,517 - £39,921 pa

	ACCOUNTABLE TO:
	Director of Finance & Corporate Services

	LINE MANAGER:
	Finance Officer

	DEPARTMENT:
	Finance & Corporate Services

	PURPOSE OF THE POST:
	

	(1) Ensure cash & banking transactions are processed and reconciled.
(2) Ensure supplier invoices and payments are processed on the Association’s finance system (Homemaster).
(3) Ensure all rents are processed and reconciled.
(4) Ensure staff salaries and expenses are processed and third-party payments made in a timely manner.
(5) Support the Finance Officer in the production of the Association’s quarterly management accounts
(6) Assist in the preparation of the Association’s annual accounts.
(7) Other ad hoc duties as required.



For the knowledge, education, qualifications and experience required for this post please refer to the attached Person Specification.  Principal duties are split between two Assistant Finance Officers.

1.0  PRINCIPAL DUTIES

Provision of a Customer Service
· Responsible for the provision of excellent customer service to colleagues, tenants or others as required via telephone, email, face to face etc.
The following key duties cover the main responsibilities of the job:
	
1.1 Cash and Banking

· Record daily income & expenditure items with the accounts coding in the cash book spreadsheet.
· Complete monthly reconciliations of all bank accounts to the nominal ledger.
· File all back up paperwork in the appropriate place.
· Initiate inter-account transfers where appropriate.
· Record petty cash as required




1.2 Purchase Ledger Accounting

· Process and code all supplier invoices received by the Association via the Homemaster purchase ledger accounting system.
· Check a sample of invoices for arithmetical accuracy.
· Complete weekly reconciliations - Purchase Ledger balance/Nominal Control account.
· Prepare Bankline payments in relation to authorised invoices and other payment requests and liaise with senior staff for Bankline authorisation as required. 
· Carry out regular reconciliations between purchase ledger balances and supplier statements.

1.3 Rent Accounting

· Process all rental income via the Homemaster rent accounting system in respect of cash/bank receipts, allpay receipts, card payments, housing benefits and universal credit.
· Prepare analysis of monthly receipts by type for monthly rent reconciliation
· Process the monthly rent debit on the Homemaster rent accounting system.
· Process authorised rent adjustments.
· Carry out monthly rent arrears reconciliation of the rent accounting system balance to nominal control account.
· Monthly rental income reconciliations and write off statistics
· Liaise with Housing Services to ensure that all transactions are up-to-date and reflect the current position of a tenants’ or owners’ accounts.


1.4 Staff Salaries and Records

· Issue staff expense claim forms and check for accuracy once returned.
· Using the SAGE payroll system, process salary and tax code changes where required.
· Using the SAGE payroll system, calculate monthly staff salaries for approval and arrange for timely payment through the BACS system.
· Prepare and post monthly salary journal to Homemaster. 
· Maintain PAYE, NIC, Pension and other records and ensure timely payments as required.
· Complete all year-end returns within the appropriate timescales.  

1.5 Management Accounts

· [bookmark: _Hlk181020459]Complete accounts analysis monthly and prepare and post journal entries where required.
· Complete the analysis of repairs and maintenance expenditure on a street-by-street basis. 
· Complete analysis of rechargeable repairs accounts.
· Complete analysis of insurance suspense account and liaise with Property Services Officer over any outstanding claims or queries.
· Finalise all accruals, prepayments, debtors, and creditors accounts.
· Maintain fixed assets register to include all acquisitions and check the Homemaster calculated depreciation charge.
· Complete analysis of factoring deposits.


1.6 Recharge invoices

· Produce recharge invoices and send to the tenant/former tenant once approved by Property Services.
· Send follow up letters if no payment, or the payment agreement has been broken, in the agreed timeframe.
· Pass to debt collection agency if no more contact.
· Produce monthly recharge statistics for Housing Management.

1.7 Factoring

· Produce six monthly factoring invoices on Homemaster and issue to owners
· Send follow up letters if no payment, or payment agreement has broken, in agreed timeframe.
· Pass to debt collection agency if no more contact


2.0 Other Duties

· Posting journals to various nominal accounts.
· Producing reports as required. 
· Complete and monitor insurance claims.
· Assist in the preparation of the annual accounts.
· Archiving of paper files after year end.
· Prepare Stage 3 grant claims. 
· Assist with the general office duties i.e., word processing, photocopying, telephones etc.
· Attend training courses or meetings as appropriate.
· Uphold the Association's Equalities Policy and Investors in People status. 
Any other ad hoc duties that may be agreed from time to time as required by the Finance Officer or Director of Finance and Corporate Services.


Sheila Traynor
Director of Finance & Corporate Services

16 June 2026




Signed ………………………………… (Employee) 		Date …………………….

Signed ………………………………… (Line Manager)		Date …………………….

Signed ………………………………… (Director of Service)	Date …………………….
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