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Salary Grade:
£17485 - £21731
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Responsible To:
Finance Officer
Responsible For:
N/A 
Location:
Liverpool

Purpose of the Role


To assist in the processes that lead to the production of management accounts and financial   perfor  performance indicators.  
Specific Responsibilities & Accountabilities

1. The timely processing and payment of all invoices authorised for payment submitted to the Association inaccordance with the Association’s financial procedures.

2. Input of authorised accounts and budget journals required for updating and/or correcting the accounts.

3. To verify and pay petty cash in line with Associations policy.

4. Accurate and timely reconciliation of designated balance sheet accounts.

5. Maintenance of the Association’s cash books and debtor systems on a regular basis.
6. Preparation of other ad-hoc reports as and when required.     
7. To ensure designated external returns are made on time.

8. To ensure a positive profile for LMH through effective business relationships with lenders, auditors, regulators and other partners and stakeholders.

9. To carry out such other duties and responsibilities as are consistent with the concept of the role.      

Corporate Responsibilities

1. Have knowledge of LMH’s vision and promote the values of the organisation at all times.

2. To maintain a comprehensive knowledge of LMH departments, services, policies and procedures in relation to the role & be responsible for maintaining effective working relationships with internal services, external agencies and organisations.

3. Comply at all times with all LMH policies and relevant legislation including Data Protection, Equality & Diversity, Health & Safety and financial regulations whiles ensuring compliance by all team members.
4. To understand the key business priorities and performance indicators throughout LMH.

5. Risk management is every member of staff’s responsibility and everyone has a role in carrying out appropriate Risk Management by adhering to the LMH Risk Framework and contributing to risk identification, assessment and control exercises.

6. Support the delivery of value for money services, providing cost-effective, efficient, quality services to meet existing and potential customers’ needs.

7. Responsible for the delivery of value for money services, providing cost-effective, efficient, quality services to meet existing and potential customers’ need.
8. To contribute to the achievement of equality and diversity excellence ensuring LMH develops and promotes positive practices in all its activities.

Continuous Improvement

1. Contribute to the development of the Service business planning process to ensure the vision and outcomes of LMH are delivered effectively.
2. Ensure continuous self development that meets the customer and LMH needs, vision and values.
3. Implement effective performance management systems to meet corporate and service area requirements, to achieve continuous service improvement and the development of a performance management culture.
4. Continually review processes for the service through effective consultation and partnership arrangements to achieve user expectations.
5. Evaluate and improve performance by developing measures and criteria, carrying out evaluations and finding the reasons for success or failure and supporting continuous improvement in service delivery.
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	Essential
	Desirable
	Method of Assessment

(see list below)

	Education and Qualifications
	
	
	

	Educated to GCSE standard or equivalent
	(
	
	AF/ I

	Accountancy Qualification (working towards)
	
	(
	AF/ I

	Experience, Skills & Knowledge
	
	
	

	Experience in using a wide range of relevant IT packages
	(
	
	AF/ I

	Proven track record of effective working within a finance function
	(
	
	AF/I

	Excellent communication/written skills.
	(
	
	AF/ I

	Ability to work on your own initiative.
	(
	
	AF/ I

	Ability to prioritise your workload and meet deadlines.
	(
	
	AF/ I

	Experience of purchase ledger.
	(
	
	AF/I

	Experience of purchase ledger.
	(
	
	AF/ I

	Excellent problem solving skills.
	(
	
	AF/ I

	Proven time management and organisation skills
	(
	
	AF/ I

	Ability to work as part of a team.
	(
	
	AF/ I

	Demonstrate an ability to develop and maintain positive and co-operative working relationships.
	(
	
	AF/I

	Competencies
	
	
	

	Able to anticipate and respond to changing customer needs through consultation and by acquiring feedback.
	(
	
	I

	Able to proactively communicate by considering appropriate style for situation, actively listening and building report
	(
	
	I

	Able to prioritise, organise and  efficiently complete day-to-day tasks and objectives showing awareness of budget restraints
	(
	
	I

	Able to participate with team members to work in an open and cooperative working environment
	(
	
	I

	Demonstrates positive response to change and able to learn from own mistakes and customer feedback to improve own work
	(
	
	I


Key

AF – Application Form
I – Interview (may include presentation or occupational test where appropriate)

CQ – Certificate of Qualification
R – References
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