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JOB DESCRIPTION 

POST:
Finance Administrator
SALARY:


 £8.80 per hour and 25 days holiday pro rata
DATE OF WRITING:
 June 2014 

ACCOUNTABLE TO:
Finance Manager
HOURS:
Minimum 9 hours per week, possibility of increase during Term 1 
LOCATION:
Central London
PRIMARY OBJECTIVES:

· To liaise with all departments to ensure internal checks are carried out and paperwork is ready for processing

· To provide an efficient credit control function
· To provide a first class filing system for all paperwork 
· To assist the Finance Manager and Senior Finance Assistant with any ad-hoc tasks 

PRINCIPLE DUTIES:

1. Internal finance checks
· Ensure all invoices have been appropriately authorised and coded before passing to the Finance team

· Distribute unauthorised purchase invoices to the appropriate department manager

· Obtain credit card statements from credit card holders and ensure supporting receipts are attached

· Ensure details of any change in Trustees are reported to the Finance Manager 
2. Credit Control
· Telephone customers who have not paid our invoices on a weekly basis and ask for an update on payment

· Keep a record of all communications

· Report developments or any issues to the Finance Manager

3. Filing
· General filing of invoices and other finance documents after processing by the finance team has been completed

· Sorting Finance team post and distributing to the appropriate persons within the team

· Maintain Trustee records e.g. contact details, date of appointment, date of cessation
4. Ad-hoc tasks

· General Finance / admin based tasks as directed by the Finance Manager / Senior Finance Assistant

· Flexibility to respond to the specific needs of the Finance team will be required
General Duties

ALL STAFF HAVE THE FOLLOWING GENERAL DUTIES LAID OUT IN THEIR JOB DESCRIPTIONS:

· To deliver and develop targets outlined in the Union’s strategic plan.

· To contribute and assist in the Union’s planning processes and the review of its performance and systems.

· To attend meetings, training events, private views and conferences where necessary.

· To liaise as required with University and College personnel and appropriate external organisations.

· Contribute to the positive and professional image of the Union and not act in such a manner as to bring the Union into disrepute.

· To observe and uphold the requirements of the Union Constitution and act at all times in accordance with policies including equality of opportunity.

· To contribute to Students’ Union publications and informational materials. 
· To be receptive and effective when working with volunteers and abide by the staff/student protocol.

· To be actively involved with Union wide events such as Elections and the Freshers Fayres.

· To undertake your own typing, filing, photocopying etc.

· Undertake any other duties appropriate for the grade and responsibilities of the post that may from time to time be reasonably requested.

· Have a flexible approach to duties and work and, in particular, adopt a teamwork style with departments and activities across the Union.  This may involve undertaking duties in support of the activities and services of other departments

· Where you are required to work with volunteers you must support and manage them appropriately in line with the Students’ Union volunteer policy

· Environmental consideration and environmental best practice is the responsibility of all Students’ Union staff
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