WaterAid Job Description

	Job Title:
	Finance Assistant Volunteer

	Place of Work:
	London, UK

	Remuneration:
	Reimbursement of travel expenses, 
lunch allowance of up to £6/day (where the working day is more than 6 hrs)

	Reports to:
	UK Finance Manager

	Time Commitment:
	3 days a week up to a minimum of 30 April 2011 (potentially longer)

	
	


				
Introduction

This position sits with the finance team in the London Office, UK.  This team supports the global organisation in finance operations.

Job Purpose

To assist in an effective finance function by carrying out tasks outlined below in an accurate and timely manner, in line with policies and procedures.

To provide excellent customer service to both internal and external stakeholders

Key accountabilities:

· To perform tasks and other reconciliation activities, as detailed in the scope and dimensions below, to the highest standard of accuracy and within agreed timescales to ensure the efficient and effective processing of finance information.

· To complete tasks as requested by the UK Finance Manager to ensure information is complete and accurate.

· To perform finance tasks in accordance with the organisation’s UK finance policies and procedures.

· To contribute to the development and improvement of processes and procedures as tasks are undertaken; suggesting effective solutions to issues as they arise.

· To store, retrieve and archive information in line with departmental procedures to ensure that information is accessible for other staff.

· Develop and maintain effective working relationships across the finance team and other stakeholders to ensure an integrated approach, mutual learning and effective use of resources.



Scope and Dimensions

· Logging expenditure invoices into purchase ledger to be sent to budget holders for approval
· Updating invoices in the purchase ledger once they have been returned coded and signed by the budget holder, ensuring that expenditure has complied with WaterAid policies and procedures
· Reconciling supplier invoices per Sun accounts to supplier statements, ensuring invoices are correctly coded and authorised
· Preparing monies for deposit at bank and CAF
· Monthly bank reconciliations
· Reconciling intercompany accounts between the UK and country programme offices.  Posting expenditure transactions on behalf of country programmes and sending transaction reports for their information
· Raising sales invoices
· Processing of Barclaycard expense claims 
· General data inputting into the finance systems
· Maintaining filing systems
· Any other tasks as required by the UK Finance Manager 

Person Specification

Essential
· Strong time management and general organisational skills, with the ability to work within tight deadlines whilst dealing with interruptions
· Proven verbal and written communication skills
· Intermediate or advanced Excel
· Ability to work collaboratively as part of a team
· Attention to detail
· Discretion and integrity
· Customer orientated and adaptable
· Desire to learn
· Positive, proactive and flexible approach – a ‘can do’ attitude
· A passion for working within a finance team undertaking an accounts payable role
· GCSEs (or equivalent) including Maths and English at grade C or above. 


Desirable
· Demonstrable experience of working in a busy accounts office processing computerised books of prime entry, including cashbook and purchase ledgers
· Proficiency in book-keeping 
· Accountancy or book keeping qualification
· Proven ability to operate accounting packages (general ledgers)
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