BROADLAND HOUSING ASSOCIATION

PART OF THE BROADLAND HOUSING GROUP

JOB DESCRIPTION


	Job Title:
	Finance Transaction Assistant

	Reports to:
	Finance Transactions Team Leader

	Grade:
	B

	Job Purpose:
	To participate in the day to day operational aspects of the finance department, including the inputting, processing and distribution of financial information. 
To assist in the preparation and control of the Associations rent accounting requirements.
To prepare daily banking requirements.
To assist in the operation of the purchase ledgers.
To assist in the operation of the sales ledgers.
To assist in the management of the petty cash systems.
To assist in the processing of staff expenses.



Qualifications and Experience

Essential:

1-2 years in a general accounting or purchase/sales ledger environment, with some experience of computer spreadsheets 

Optional: 

Knowledge of SAGE system

Skills and Abilities

	ESSENTIAL SKILLS:
	ESSENTIAL ABILITIES:

	· Communication 
	· Team Player 

	· Prioritisation
	· Flexible

	· Analysis and Problem Solving
	· Conscientious

	
	· Self Motivated


Scope

· To assist in the operation of the purchase ledger systems to include the preparation of the payment of invoices via the BACS system, also to deal with statements and enquiries from suppliers, contractors and other departments regarding invoice payment and processing. To include the supply of remittance advice.
· To assist in the operation of the sales ledger systems to include the production of invoices and allocation of receipts and any related enquiries from customers and other departments. 

· To assist in the maintenance of suppliers information as required and the setting up of new suppliers in accordance with procedures.
· To assist in the maintenance of customer information as required and the setting up of new customers in accordance with procedures.  

· To assist with the collection of direct debit rental income via the BACS system, or any alternative system utilised to including updating spreadsheets with tenant bank details and resolving queries with banks and building societies.  
· To provide tenants with direct debit and standing order mandates and forward to the relevant bank or building society, or any alternative provision of the direct debit facility.

· To provide tenants with regular rent statements. 

· To deal with enquiries from banks, tenants, local authorities and employees regarding rent and housing benefit payments.

· To download daily payments files and send new/replacement orders, also to deal with queries on the same. 

· To assist with the requirements of fair rent tenancies.

· To prepare the daily banking requirements.

· To assist with managing the petty cash systems.

· To assist in the processing and payment of staff expenses.

· Any other duties which are at an appropriate level, as may be required
· Regularly review and suggest improvements to your own and the department’s practices

· Work in a safe manner according to the Group’s safety policy and procedures
Accountability

· Contributes to the review and improvement of own / departmental practises and objectives in relation to the finance department

· Responsible for planning and arranging own work within set objectives and guidelines, referring complex problems to the Finance Transactions Team Leader.
· This post involves work of a fairly complex nature within guidelines and the solving of problems

· You have a duty to ensure your own health and safety at work and that of their colleagues and to co-operate with the Group in order for it to fulfil its legal obligations.

· You have a duty to ensure your own health and safety at work and that of their colleagues and to co-operate with the Group in order for it to fulfil its legal obligations.

Special Features 

· All corporate or job specific training required by the Group as part of your job, is considered mandatory.
Broadland Housing Group has a vision to improve life opportunities for people in Norfolk and Suffolk.





Our mission is to manage homes to the highest standard we can achieve, to deliver as many new homes as we can afford, and to provide successful training and employment programmes to support people into work.





Our Corporate Strategy is built around our organisational values, which are:


Caring about communities


Being professional and businesslike


Being open, honest and dependable


Committed to equality of opportunity


Respecting people


Being customer focused
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