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Job Description

Job Title:

Finance Assistant (14 hours)
Reporting to:
Finance & Resources Manager
A PURPOSE 
· To process finance records, ensuring that they are kept up to date and accurate. 
· To manage the order processing and despatch process for red ribbon and public education & awareness materials.
B MAIN DUTIES & RESPONSIBILITIES

1.     Financial processing and control
· To process and reimburse staff expense claims.
· To operate credit control procedures to ensure that income due is received and to regularly review and chase up any outstanding debts.
· To ensure that balance sheet and nominal accounts are reconciled on a regular basis (including bank, debtors and creditors).

· To process and pay supplier invoices and reconcile supplier statements.

· To maintain banking procedures, including managing the timely banking of all cheques and weekly recording of all income received. 
· To maintain appropriate computerised and paper filing systems of financial information.
· To assist in the compilation and submission of gift aid claims.
· To minute Finance & General Purpose Trustee meetings.

· Assist with year-end schedules.

· Support the Finance & Resources Manager with other finance tasks as necessary.

2.    Public education and awareness
· To respond to enquiries about red ribbon and public education and awareness materials.

· To maintain the integrity of the online shop.
· To process orders for materials, taking payment and issuing invoices and receipts.

· To manage the packing and despatch of order processes.
· To ensure the stock levels of printed resources and red ribbons are maintained.
3.    General

· To undertake such other tasks as may reasonably be expected by the Chief Executive or Finance & Resources Manager, for example annual archiving of accounting records.
· To undertake all responsibilities with due regard to NAT’s Equality and Diversity Policy.
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