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	Job title: Finance Assistant
Reporting to: Accounts Receivable Team Leader
Base: Ilkeston


	Hours 37 hours per week, 52 weeks a year
Contract Type Support
Holidays 20 per year subject to service increases
Salary    £23,943 per annum

	Job Purpose
To maintain an efficient and effective cashier function, credit control, sales/purchase ledger  for Derby College and its Subsidiaries
   

	Key Responsibilities

· Receiving monies from College departments and other sites. Liaising with college staff, as necessary, cashing up and preparing receipts for banking.
· Carry out the cashier function.
· Reconciliation of receipts to till records and credit card transactions.
· Assisting in the reconciliation of tuition and examination fees to student records system.
· Process General Ledger journal vouchers to record receipts
· Post and allocate sales ledger receipts 
· Inputting and Processing Sales Ledger Invoices
· Assisting with debt recovery and credit control
· Bank reconciliation duties
· Assisting with debt recovery and credit control
· To provide support to Purchase Ledger as and when required.
· To comply with and promote the College financial regulations and procedures
· To provide a professional customer service to both internal and external customers.
· To take responsibility for one’s own professional development and continually update as necessary.
· To comply with Equal Opportunities policies and to assist in the development of Equal Opportunities.
· To comply with all Health & Safety, Child Protection & Safeguarding, Risk Management policy and legislation in the performance of the duties of the post
· To take reasonable care of your own health, safety and welfare and that of any other person who may be affected by your actions or omissions whilst at work. You are also required to co-operate with the College to enable it to fulfil its legal obligations. Appropriate information, instruction, training and supervision will be provided to enable you to perform your duties in a manner that is deemed safe and without risk to health.
· To comply with all aspects of the Data Protection Act.
· To adhere to the College’s Computer Network Acceptable Use Policy.
· To undertake risk assessments for any new activity and to ensure risk assessment checks are carried out for any on-going activity.
· To carry out any other reasonable duties within the overall function, commensurate with the grading and level of responsibility of the job.


	Person Specification 

	Competencies

Essential 

· Excellent interpersonal and communication skills
· Understanding of Computerised accounting systems
· Understanding of Data management, Credit Control and Debt Collection


	Knowledge & Experience 

Essential 
· Experience working with Credit Control/Sales Ledger and Cashier Functions
· Knowledge of Debt Collection processes and procedures
· Knowledge of Banking Processes
· Knowledge of Financial Accounting Systems


Desirable
· Experience working in financial environment
· Working in FE environment




	Qualifications

Essential
· Minimum 4 GCSE’s grade A*-C passes (including Maths and English) – must be able to evidence these qualifications at interview stage
· NVQ Level 2 Qualification in customer service- or equivalent (or willing to work towards)
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