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HRJ 074 Finance Assistant		
JOB DESCRIPTION							
Job Title:		Finance Assistant
Reports to:		Finance Officer
Job Ref:		HRJ 074
Department:		Support Services
Location:	Tower Quays, Birkenhead

Role Overview:

The Finance Assistant will provide day-to-day administrative and transactional support across both the finance and operations functions. The role supports the efficient processing of purchase invoices, expenses, and general accounts administration, while also assisting operational activities that impact financial accuracy (stock, purchasing and invoicing).

MAIN DUTIES

1. FINANCE  
· Process and input purchase invoices into finance system in line with agreed coding and procedures.
· Support invoice matching and coding activities.
· Process employee expenses and supporting documentation.
· Assist with basic bookkeeping data entry.
· Maintain accurate digital records (invoices, receipts, expenses).
· Support reconciliations through data preparation (not ownership).
· Assist with chasing missing financial documentation across the business.
· Assist with preparation of month-end schedules and reporting
 
2. OPERATIONS 
· Process and record purchase orders and purchase invoices.
· Manage receipting of goods into system.
· Carry out general data entry for operational systems.
· Prepare pick lists for operational delivery teams.
· Coordinate and arrange shipping / courier logistics.
· Maintain accurate operational records and documentation.
 
3. PROCESS & SYSTEMS 
· Ensure data accuracy across finance and operational systems.
· Support process standardisation and improvement.
· Liaise with internal teams to obtain required documentation.
· Maintain and organised filing systems (digital-first).
· Provide general administrative support as required.  


KEY INTERFACES 
The Finance Assistant will work alongside the Finance Officer, as well as directors, managers and employees.

SKILLS, EXPERIENCE AND QUALIFICATIONS
Essential
· Previous administration or accounts assistant experience.
· Strong attention to detail.
· Good organisational and time management skills.
· Comfortable with repetitive transactional work and ensuring accuracy with high volume processing
· Competent with Excel and data entry.
· Good communication skills chasing info internally.

Desirable
· AAT Level 2 or working toward Level 3 (ideal but not essential). 
· Exposure to purchase ledger / invoicing preferred.
· Experience with ERP systems (e.g. Sage 200) advantageous. 
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