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Job Description for 
Finance Assistant (part time 24 hours pw)


Job Title - Finance Assistant

Management - Responsible to Synod through the Synod Council with the Finance Manager as Line Manager.

Purpose and Scope - To work as part of the Yorkshire Synod staff team and to carry out the tasks necessary to maintain the Synod’s system of accounts. To work co-operatively within the Synod staff team, helping others with their tasks and, where possible, covering their duties during absences.

[bookmark: _Hlk191894911]Key Responsibilities
· Accounting/Bookkeeping using Computerised Systems.
· Entering all payments and receipts into the relevant cashbook, and balance.
· Posting all cashbook entries to the relevant ledger, and balance.
· Check and pay invoices, and other payments, that have been authorised, using cheque or Bank Autopay.
· Arranging for the banking of cheques received.
· Maintaining a record of up-to-date bank account balances and arranging for transfers between current and deposit accounts. 
· Reconciliation of bank statements with cashbooks.
· Preparation of Trial Balances at the end of each month.
· Preparation of month end reconciliations.
· Keeping records of petty cash expenditure and post to ledgers.
· Maintain Autopay records.
· Arrange for the regular payment of investment income to churches.
· Prepare and submit quarterly Ministerial Education claims.
· Providing support for Finance Officer.

Other Responsibilities
· Providing clerical support for IT System and Database.
· Maintaining confidentiality where appropriate.
· Being aware of relevant Health & Safety regulations and Fire procedures.
· Any other duties as may from time to time be agreed between the post holder and the Synod.

Qualifications - We are looking for someone with:
· AAT (or equivalent) qualifications.
· Experience of computerised accounting systems.
· Experience of inputting information into databases.
· Excellent numeracy and literacy skills with attention to detail and accuracy.
· The ability to work flexibly and contribute positively to a small team.
· Experience of Sage accounting system, desirable.
· Experience of mail merge, desirable.
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