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Finance Assistant
Accountable to: 	Finance Business Partner
Location:		Cardiff (with some flexible home working). 
Hours:			35 hours per week (full time). Part-time will also be considered
Salary:			£23,842 per annum 

Role Overview:
The Finance Assistant will be responsible for supporting the Finance Business Partner in providing meaningful financial reporting by processing and managing various accounts and transactions for St John Ambulance Cymru (SJAC). 

This role sits at the heart of the finance team, being a first point of contact for finance queries, offering a responsive and assuring service to key stakeholders. The post-holder will also have excellent attention to detail, allowing for accurate data entry and maintenance of financial records. 

Key duties and responsibilities:
Processing and preparing financial and business forms for the purpose of checking account balances, facilitating purchases, etc.
Performing routine calculations to produce analyses and reports as requested by the finance business partner.
Processing supplier invoices, helping to oversee and manage individual supply accounts.
Deliver administrative support for the procurement inbox, including assisting with the creation and distribution of purchase order numbers.
Providing admin support for the day-to-day functions within the office. 
Oversee the timely reimbursement of volunteer expenses and administer prepayment cards to ensure funds are accessible when needed.
Reconciling any discrepancies or errors identified by conversing with St. John Ambulance Cymru members and advising appropriately.
Reporting any troubling discoveries or any suspicion of wrongdoing to the appropriate authorities.
Assisting in the preparation of finance reports as needed.
Adhering to the company’s or organisation’s financial policies and procedures.
Answering questions and providing assistance to stakeholders, customers, and clients as needed.
Attending finance department and company-wide meetings, taking minutes and assisting with financial reporting to managers as required. 
Suggesting changes or improvements to increase accuracy, efficiency, and cost reductions.
Embody and exemplify the charity’s values at all times and hold others to account for the same.
Demonstrate a commitment to inclusion and welcoming diversity, championing equality of treatment and opportunity. 
Perform any other duties commensurate with these responsibilities, the band of the post and skills and qualifications of the post-holder. 

This job description is intended as an outline indicator of general areas of activity and will be amended in light of the changing needs of St John Ambulance Cymru. It is expected that the post holder will be as positive and flexible as possible in this regard.











Person specification
This is a specification of the experience, skills, etc. that are required to effectively carry out the duties and responsibilities of the post (as outlined above) and forms the basis for selection.

	Requirements
	Essential
	Desirable
	Assessment Method

	Qualifications and Experience
	
	
	

	Educated to at least GCSE standards
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	Application form

	Other Accounting qualifications AAT / Degree / Part Qualified
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	Application form

	Knowledge of basic financial procedures and policies
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	Interview/application form 

	Data entry/processing
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	Interview/application form

	Knowledge of accounting coding structures and charts of accounts
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	Interview/application form

	Experience of purchase ledger processing
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	Interview/application form

	Understanding of finance software (Accounts IQ)
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	Interview/application form

	Good IT Skills and knowledge of MS Office (Word Excel etc.)
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	Interview/application form

	Skills, knowledge and abilities

	Excellent attention to detail and commitment to ongoing personal development
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	Interview/application form

	Good numerical aptitude
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	Interview/application form

	Ability to work effectively as part of a team to deliver objectives
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	Interview/application form

	Understand the need for professionalism and uphold confidentiality
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	Interview/application form

	Clear dedication to excellence in customer care
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	Interview/application form

	Personal Attributes

	Dynamic/pro-active/passionate about making a difference
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	Interview/application form

	Ability to quickly build rapport with others
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	Interview/application form

	Ability to conduct and present self in a highly professional manner at all times
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	Can communicate in a persuasive manner and demonstrate strong interpersonal skills
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	Interview/application form

	Self-motivated and a positive attitude
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	Interview/application form

	Resilient and adaptable, able to work well under pressure and thrive on being given challenges and responsibility
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	Interview/application form

	Able to demonstrate commitment to St John Ambulance Cymru values and behaviours
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	Interview/application form

	Willingness to continually update skills and knowledge
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	Interview/application form

	Ability to conduct and present self in a highly professional manner at all times
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	Interview/application form

	Can communicate in a persuasive manner and demonstrate strong interpersonal skills
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	Interview/application form

	Absolute commitment to role modelling our St John Ambulance Cymru values and helping others do the same
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	Interview

	Ability to work outside normal working hours when absolutely necessary
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