

		


	Job Title
	Financial Ledger Officer


	Business Area
	Finance


	Location
	Birmingham Head Office


	Responsible to
	Management Accountant




	How the Role fits into the Organisation

	The Financial Ledger Officer will support the finance team and wider organisation, cover general day-to-day activities whilst maintain excellent customer service to the business and outside stakeholders. 

They will contribute to the development and delivery of high performing finance functions to the company.
	
They will be knowledgeable, and technically experienced, and assist the Management Accountant in ensuring efficient processes are followed. 

They will be responsible for achieving high performance standards across all aspects of financial process.

This job description is not intended to be an exhaustive list but to indicate the main responsibilities of the post. It will be reviewed periodically to consider changes and developments in service requirements, regulations and legislation. Any changes will be discussed fully with the job holder.


	Job Purpose

	· To provide an efficient, accurate financial ledger service, ensuring the timely processing of financial transactions, maintenance of accurate financial records and compliance with organisational policies and financial regulations

· Report to the Management Accountant, Director of Finance and Executives on matters relating to finance



	Key Responsibilities

	Daily and periodic activities consist of the following tasks:

· Maintain accurate financial records within the organisation’s finance system - ensuring all nominal coding and project costs are correct. High level of accuracy and attention to detail.
· Daily bank reconciliation, allocating receipts and payments to relevant invoices, direct debits and providers.
· Investigating any payments and receipts that cannot be matched to invoices or direct debits or providers
· Processing supplier invoices, purchase orders, credit notes ensuring all approval levels have been met, with supporting documentation attached
· Use Microsoft Excel to analyse and reconcile financial information.
· Raising sales invoices for rent arrears
· Assisting and producing the weekly payments run within the agreed deadline, ensuring all checks have been completed
· Assist and complete the monthly checklist for month-end closure
· Updating suppliers and customers bank details ensuring the correct process has been followed.
· Creating new supplier and customer accounts following the organisation’s process, ensuring all data has been received and is accurate
· Managing all Direct Debits and ensuring all payments have been validated
· Management of the Finance email inbox, answering queries and resolving payment queries 
· Supplier statement reconciliations
· Identify purchase ledger invoices for potential accruals/prepayments to the Management Accountant
· Aged Debtors Reconciliation with supporting notes every month
· Aged Creditors Reconciliation including querying / resolving outstanding debts.
· Updating and reconciling petty cash for the Birmingham and Bradford offices. Ensuring all receipts have been received and reconciled.
· Analyse and post the credit card analysis every month with supporting receipts
· Processing and scanning all financial documents received by post/email
· Handle confidential financial and personal information in accordance with GDPR and organisational policies
· Assist other Finance team members
· Other ad-hoc tasks as required

Planning and Organisation: 

· Prioritise tasks as appropriate, to ensure the effective completion of those tasks to time and budget.

· Demonstrate an understanding of the tasks and roles of the finance team, and of the financial position of Concept Housing Association as a whole.




Knowledge and Skills:

· AAT Level 4 qualified (or equivalent technical knowledge)
· Experience working within a finance or accounts environment
· Good understanding of accounting principles
· Strong numerical and analysis skills
· Excellent attention to detail
· Advanced Microsoft Excel skills
· Prioritise workload and meet strict deadlines
· Experience of finance systems (Clearbooks and Sage Intacct)
· Experience within the housing association or social housing sector
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