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Job Description
Apprentice: Finance Assistant (Income & Expenditure)
Location:
Sir Oswald Stoll Mansions, 446 Fulham Road, London SW6 1DT

Responsible to: 
Senior Finance Officer
Role purpose 

· Working as part of the finance team in delivering an effective and efficient customer focussed, performance-driven service to the organisation.

· Develop effective working relationships to provide finance assistance  to all departments within the organisation.
· Support the Senior Finance Officer (SFO) in the production of management information including preparation of the annual accounts and financial statements

· Responsible for the administration of (i) all income received to ensure accounting duties are performed accurately and timely, and (ii) all expenditure to ensure suppliers have invoiced correctly and are paid timely for their goods or services.
Key Responsibilities 

INCOME

Rent Accounting
· Input tenants’ rent data into the Rent Accounting System with a high level of accuracy, liaising with the Housing team as necessary.
· Improve Stoll’s Cash Flow by alerting the Housing team to potential rent arrears, and/or any other relevant charges, so that appropriate arrears action on all current and former tenants may be taken by the Housing team. 
· Regularly communicate rent account statements to Stoll tenants, providing a prompt and efficient response to all enquiries, ensuring that the correct charges are applied to their accounts and all payments are input correctly.
· Support the collection of tenancy-related debt across the organisation by the provision of regular arrears reports to the Housing team and following the ‘Arears Protocol’, assist the Housing team with regular correspondence to former tenants to reduce historic rent debts and maximise income to Stoll.
· Maintain and update the housing system so that the information can be relied upon. Ensure all tenant records are clear, accurate and up to date, and check figures, postings, and documents for correct entry, mathematical accuracy, and proper codes.
· With information provided by the Housing team, set up new residents’ rent accounts on the housing database and maintain throughout the tenancy.
· Ensure that all rent increases are as per the rent model is input onto the housing database and assist the SFO with the calculation of service charges.
· Responsibility for the processing of all standing orders, bank transfers and card payments in the financial accounting system and ensuring the corresponding entries are input into the housing database.
· Ensure all rent-related Balance Sheet accounts are reconciled on a monthly basis and any variances analysed, investigated and authorised by the SFO.  

Fundraised and Support income
· Ensure that the correct procedure is followed when donations are received in the post, so that they are correctly banked and coded for entry into the financial accounting system after confirmation with Fundraising team.

· Ensure that all Support income has been received and is accurately recorded before payments can be made to tenants.  

EXPENDITURE

Payables Accounting

· Maintain the Purchase Ledger and the Purchase Order system by accurately processing invoices, matching invoices received with purchase orders.
· Pay invoices by cheque and BACS in accordance with established procedures and carry out monthly reconciliations of the Purchase Ledger, and monthly reconciliations of supplier statements.
· Set up new supplier accounts and maintain existing account details within the Purchase Ledger.
· Maintain the ‘Approved Suppliers’ list

Reconciliation
· Every bank item must be matched with an accounting entry in the ledger and any transaction that does not match must be investigated.

· Identify any unusual transactions that might be caused by fraud or accounting errors and report these to the SFO.
· Run the Aged Creditors listing on a monthly basis ensuring that it is reconciled to the Creditors Control account, with maintenance of the creditors listing.
Financial management and control
· Support the SFO to ensure the maintenance of accurate accounts, which complies with best practice, using Stoll’s computerised accounting system.

· Support the SFO in providing timely financial information for the effective and efficient management of the business.
· Assist the SFO to ensure that the guidelines and policies around the Banking Protocol, Procurement Policy, Capitalisation policy and Payroll policy)  are adequate and effective and are being followed so that the organisation has a strong set of internal controls.
Financial management and control

· Support the Finance Team to ensure the maintenance of accurate prime records of account, which complies with best practice, using Stoll’s computerised accounting system.

· Support the Finance Team in providing timely financial information for the effective and efficient management of the business.

Financial reporting

· Assist with the preparation of Statutory reports as necessary during the Annual audit and with any queries that the auditors might have.

Working in a team and with others 

· Contribute positively to working in a team and across Stoll to deliver quality services to tenants/residents
· Maximise own personal development by positively contributing to induction, supervision, training, appraisal and team meetings
· Act in a professional manner while on duty and when representing Stoll.
Quality and regulatory compliance

· Continuously look to improve the quality of services, responding positively to feedback and complaints

· Maintain confidentiality of records and information relating to tenants and staff in accordance with Stoll’s Confidentiality Policy 

Health and Safety

· Work in accordance with Stoll Health and Safety Policy and legislative requirements report any accidents or potential accidents and near misses

Other 

· Carry out any other reasonable duties as required by the Director of Finance or SFO.
Person Specification

Apprentice: Finance Assistant (Income & Expenditure)
Experience

General financial and accounting experience gained in the private, public or voluntary sectors.
Experience of using Financial accounting packages and /or databases.  Intermediate Excel including using spreadsheets and formulae, and a high level of IT literacy.

Knowledge
Demonstrable knowledge of the financial and business practices in small/medium sized organisations including maintaining prime financial records, trial balance and final accounts and preparing and monitoring financial budgets.
Demonstrable commitment to the provision of a flexible and responsive financial and accounting service.

Education and Training 

Education to A Level standard, or equivalent professional, academic or management qualification, or relevant transferable experience.
Demonstrable commitment to and evidence of continuous professional development and learning.

Core Competencies

Customer focus

· A passion to support vulnerable Veterans

· Understands the challenges faced by ex-Service men and women

· Provides excellent service delivery to both internal and external customers, responding promptly and effectively at all times

Communication 

· Communicates information clearly and concisely, both orally and in writing, with a wide range of audiences both formal and informal

· Informs colleagues of successes, challenges and developments

Team working 

· Works well with Colleagues, Trustees, Residents and external stakeholders 

· Applies the spirit of “mucking in”, helping colleagues when needed

Support of Equality and Diversity

· Treats all people with respect

· Upholds Stoll’s equality and diversity standards and promotes individuality, equality and community at all times

Delivers a High Quality of Work

· Produces accurate, thorough, and professional work

· Plans and manages own work load, working flexibly to meet changing work priorities and demands

· Maintains excellent timekeeping standards, managing appointments and meetings effectively and planning well in advance

· Delivers tasks set through planning and supervision

· Takes responsibility for own work, including errors 

· Utilises Stoll IT systems to manage emails, calendars and data effectively

Commitment to Health & Safety

· Understands how to work safely

· Understands how to respond to a safeguarding incident and reacts accordingly

· Manages their own health and wellbeing, recognising when to ask for extra support

	I have read this job description and person specification; I have discussed it with my line manager and understand the requirements of the role.
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