Brighton Dome & Festival Limited

JOB DESCRIPTION

Job Title:


Accounts Assistant




Reports to:


Senior Finance Officer 
Job Purpose:  As a member of the Finance Team to undertake a variety of accounts processing tasks including processing of purchase ledger, sales ledger, and payroll information and to assist in the provision of management information, with particular emphasis on reconciliations. 
Principal Accountabilities:
1. To assist with the operation of the sales ledger function specifically receiving sales requisitions, raising invoices/credit notes, issuing monthly debtor statements and carrying out robust credit control procedures to ensure payments are received on a timely basis and the ledger is kept accurate and up to date at all times.
2. To assist with the processing of the weekly and monthly payrolls, checking, collating and inputting information from timesheets to ensure that staff are paid on a timely and accurate basis and that all statutory deductions are appropriately processed.
3. To assist in the preparation of the monthly management accounts by carrying out control account reconciliations including daily bank, payroll, pension, NIC and Director’s credit cards in a timely and accurate manner and to assist in the preparation of information for year end accounts for audit.

4. To assist with the processing and preparation of event settlements to promoters, ensuring ticket sales and recharge information is recorded accurately and payments are made in a timely manner.
5. To check, collate and input staff expense claims, obtaining all necessary authorisations and preparing fortnightly payment runs. 

6. To process ticket refunds as and when requested by the Ticket Services staff.
7. To assist the Department in the maintenance of a strong system of internal financial control across the organisation, improving financial processes and procedures where necessary.

8. To contribute as a member of the Finance Team by participating in departmental meetings and discussions and being a point of contact for other staff members for queries and assistance.

9.  To undertake other finance roles and responsibilities as and when required to provide cover for absence and at busy times, and to ensure consistency in interdepartmental skills.

10. To undertake any other duties as may reasonably be required by the Senior Finance Officer or other members of the Finance Team. 
PERSON SPECIFICATION: 
ACCOUNTS ASSISTANT
OUTLINE TERMS AND CONDITIONS

Hours:
37 per week  
Salary:

£15,500 p.a.
Pension:
Employer contributions into company pension scheme after successful completion of probationary period.

Holidays:

28 days per annum including Bank & Public Holidays.

Notice Period:
1 month after probationary period of 6 months is completed.
ESSENTIAL CRITERIA
· Excellent analytical and numerical skills.
· Excellent written and oral communication skills.
· Experience of working in a busy finance office.
· Experience of working with an integrated accounting system such as Sage, Pegasus Opera, Sun, PS Financials, etc.

· Competence in the use of Microsoft Word and Excel applications.

· Ability to work under pressure and to tight deadlines.
· Ability to identify problems and find solutions.

· Ability to work unsupervised.

· Ability to work as part of a team and in a flexible manner.

DESIRABLE CRITERIA
· Experience of Purchase Ledger processing.
· Experience of Sales Ledger processing.
· Experience of Payroll processing (weekly wages and/or monthly salaries) including use of a payroll system such as Sage, KCS/Snowdrop, Oracle, etc.

· Qualified or part-qualified Accounts Technician (AAT or similar).
· Previous experience of working in a similar role.
· An appreciation and understanding of the arts.














































































PAGE  
1
C:\Documents and Settings\jenp\Local Settings\Temporary Internet Files\OLKF6\Accounts Assistant JD Jan 12.doc

