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JOB DESCRIPTION

Assistant Accountant

	Responsible to:
	Financial Controller


	Job summary:

	To assist the Financial Controller with all aspects of financial reporting/accounting.




Key Tasks

	1.
	Preparation, calculation, accounting and payment of staff salaries and all related deductions and payments in accordance with Signature terms and relevant legislation.


	2.
	Preparation, completion and reporting to the Financial Controller of the Management Accounts to trial balance for the Signature Group including Balance Sheet reconciliations.


	3.
	Processing of standard monthly journals, reconciliation and analysis of accruals and prepayments.  Analysis of sundry nominal accounts as required.


	4.
	Monitor routine budget processes and cash flow for the Signature Group.


	5.
	Preparation of relevant accounting analysis to support budget management, management accounting, financial year end reporting or audit as required. 


	6.
	Preparation of all aspects of project accounts including funding applications, budget management, reporting and claims.


	7.
	Work with relevant colleagues to ensure any funding applications are viable and comply with the organisations financial strategy.  


	8.
	Assist the Financial Controller with the Annual Audit as appropriate.


	9.
	Maintenance of the fixed asset register and reconciliation.  


	10.
	Review routine purchase ledger/sales ledger/payroll/nominal entries to ensure accurate and timely reporting. Oversee appropriate adjustments as needed.


	11.
	Working with the Finance Officer, oversee credit control including making recommendations regarding credit limits, suspension of customer accounts, debt recovery and review of overdue balances.


	12.
	Advise on legislation changes related to all financial processes and discuss implications for Signature Group companies with the Financial Controller.


	13.
	Carry out any other duties which may reasonably be expected of the postholder.







Relationships

	Internal:

	Staff at all levels.


	External:
	Customers, suppliers, assessors, auditors.




Equipment / Software Used

Microsoft Office Suite.
Sage accounts systems.
Telephone/Textphone/Short Message Service (SMS)
Affiliate.
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PERSON SPECIFICATION
Assistant Accountant

	Requirements
	Essential
	Desirable

	Education/
Qualifications
	· Part qualified Accountant (ICAEW, ACCA, CIMA, CIPFA, ICAI, ICAS) (or willingness to train).
· AAT qualified.
· Qualified by experience.

	Fully qualified Accountant (ICAEW, ACCA,CIMA,CIPFA,ICAI, ICAS).

	Experience
	· Production of management accounts to given deadlines.
· Producing written financial reports as appropriate.
· Payroll.
· Production and monitoring of annual budgets.
· Preparation of statutory accounts.
	Work within education or charity sector.

Completion of project claims to various funders requirements.

Involvement in annual audit, including working with auditors.


	Knowledge
	· Financial ICT systems.
· Project funding and reporting.
· HMRC compliance, including payroll and VAT.

	Knowledge of SORP requirements.

Charity Law.

	Skills and
Abilities
	· Excellent interpersonal skills, able to deal with people at all levels.
· High degree of numeracy and the ability to analyse statistical data.
· High levels of energy and motivation.
· Excellent people skills.
· An ability to multitask.
· Good attention to detail.
· Strong communication skills.
	



	Location and working hours
	This post is based in the Signature’s Office in Mersey House, Mandale Business Park, Belmont, Durham, DH1 1TH. This is a non-smoking building and smoking breaks are not permitted.  

Working hours – Full time, 37 hours per week.


	Salary
	Full time – Up to £24,000 gross per annum dependent upon skills and experience.  


	Holidays
	Full time – 25 working days per year, plus recognised bank or public holidays currently 8 in all. Of the 25 days’ holiday, you must keep up to 3 days each year to bridge the gap between Christmas and the New Year, when the office closes down.


	Requirements
	Employees are expected to complete the following Signature courses within 2 years of commencing employment:
· Level 2 Certificate in British Sign Language.
· Level 1 Certificate in Developing Communication and Awareness with Deaf and Deafblind People.

Post is subject to a 6 month probationary period, and receipt of references satisfactory to us.


	Pension
	Signature operates a voluntary pension scheme through the Pensions Trust.  
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