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JOB DESCRIPTION AND PERSON SPECIFICATION
          
	Job Title

	Financial Administrator – Sales Ledger

	Salary
	£20,160 0.8 FTE (£25,200 FTE)


	Department 

	Finance

	Reports To
	Management Accountant


	Direct Reports
	NA

	Role Objectives
                       
                       
	· To perform finance tasks according to nasen specifications, timelines and requirements.
· To build excellent relations with suppliers and internal staff.
· To provide clear, up-to-date, accurate financial information on a timely basis


	Responsibilities

	Key responsibilities include but are not limited to, the following:
· Sales ledger administration and raising sales invoices
· Debt collection
· Daily transfer of CRM extract to SAGE
· Processing bank transactions
· Administration and re-billing of expense claims to relevant customer
· Period-end processing, reconciliations and support
· Preparation of ad-hoc reports and analysis
· Administer and assist with reporting on funded projects and contracts
· Assist with preparation for and administration of year-end external audit and other key requirements
· Authorised SagePay administrator
· Regular back ups of SAGE accounting system
· Resolving customer queries related to invoices
· Administer access to customer invoicing portals as required

Other responsibilities
· To provide cover for the Financial Administrator – Purchase Ledger as and when required following appropriate training
· To undertake relevant training and development, as required
· To undertake other duties and responsibilities as required, appropriate to the grade of the post, as agreed with management


	Education and Qualifications
	· GCSE passes in English Language and Mathematics or equivalent.
· Related training and appropriate certification in finance, administration or IT skills (desirable)







	Knowledge, Skills and Experience
	· Voluntary or paid experience in a similar sized organisation
· Competent in working with Microsoft Excel including basic formula
· Experience working in a finance role (desirable)
· Experience working with multiple income streams of various sizes (desirable)
· Experience of working with accounting and/or CRM systems (desirable)
· Experience of working with external online platforms (desirable)
· Experience of working in the voluntary/third sector (desirable)
· Experience of working in an education environment (desirable).


	Person Specification
	· Able to work within deadlines whilst maintaining accuracy and a close attention to detail
· Able to communicate clearly (both written and verbally) with internal and external stakeholders
· Able to follow and improve upon existing processes and problem solve arising issues
· Able to work independently where required and identify when issues need to be raised to line management
· Familiarity with business principles and practices
· Committed to diversity and inclusion
· Understanding of data privacy standards


	Privacy Notice
	https://nasen.org.uk/privacy-and-legal.html
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