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JOB DESCRIPTION

	Job Holder:
	Signature:


	Date:

	Manager:
	Signature:


	Date:


	JOB TITLE:

	Payroll & Management Accountant 

	SALARY: 
	£25,000


	LOCATION:
	The Round House, Ashington 

	
	

	ACCOUNTABLE AND REPORTING TO:
	Head of Finance

	
	

	PURPOSE OF THE ROLE:
	To assist the Head of Finance in providing a comprehensive financial service to the organisation


THE MAIN DUTIES OF THE ROLE:
· Assist the Head of Finance in the compilation of the Management Accounts and Budgets, including management information and KPIs

· Ensure cost control

· Ensure accurate financial records are kept for the Charity & Trading entity, and sufficient financial controls exist
· Produce the relevant month end journals for the trading entity
· Review trade debtor and creditor reconciliations, including aged analysis
· Review Balance Sheet control accounts/central department codes to ensure cleared pre month end
· To maintain the fixed asset register
· Review accrued/deferred income balances
· Other Management Accounts duties as required
· Responsible for the preparation and payment of payrolls for AUKN
· Compilation and submission of the relevant year end returns and other returns in respect of PAYE, NI & Pensions

· Conduct balance sheet reconciliations of all payroll related accounts  
As delegated by the Head of Finance to ensure the smooth running of the Finance function, other duties can include but are not restricted to the following:

- To ensure that control systems are adhered to by undertaking regular internal audits


- To participate constructively in staff meetings, training & development

 - To provide information on key performance indicators to senior managers

 - Contribute to the development of processes and procedures
VALUES:


Age UK Northumberland has devised a set of values which underpin the purpose, objectives and the day to day activities of those connected with the organisation.  As such, employees and volunteers, including trustees, are expected to understand and ‘live’ the values of the organisation whilst undertaking their responsibilities and activities. Examples of ‘values in action’ can be found in application packs and in the performance management policy and documents.  

The organisation’s values are;

1.
We are Respectful

We acknowledge and appreciate difference and do not judge where difference exists

2.
We are Empowering 

We support and enable people to take control of their lives and achieve their goals

3.
We promote Equality and Inclusivity

We provide the opportunity of accessible services so as not to intentionally exclude anyone who needs our support

4.
We have Integrity and are Trustworthy

We provide a reliable service and uphold our values at all times

5.
We are Empathetic

We provide the opportunity for people to be listened to and for their needs to be acknowledged and understood.

PERSON SPECIFICATION 

The following requirements will be assessed from a combination of information provided from the application form, panel interview process and references:
	Education and Qualifications 
	Essential
	Desirable



	CIMA 
	
	x

	AAT Qualification Level 2
5 GCSEs A-C

	x
x

	

	Skills, Knowledge and Experience
	Essential
	Desirable



	Attention to detail

Organisational and Management Skills

Ability to set and manage priorities

Ability to work independently and act on own initiative

Good Interpersonal skills and the ability to lead by example
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	X

X

X

X

X
x
	

	Personal Attributes/Qualities


	Essential
	Desirable



	1. Of good character

2. Able to properly perform tasks that are intrinsic to the role of finance
3. A high level of interpersonal skills and the ability to work effectively with a range of different people

4. Coaches and leads by example

5. Person Centred
6. Entrepreneurial and commercially aware

7. Seeks continuous improvement

8. Ability to think creatively, be able to come with innovative, imaginative and engaging ideas and to plan and think and work on own initiative 

9. Sound analytical skills and ability to reflect on own and others practice  

10. Completer/finisher


	X

X

X

X

X

X

X

X

X
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