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ROLE PROFILE
	Job: Finance Assistant Rent
	Reports to: Rent Accountant
	Tier: 7A



	Job Purpose: 
To assist in the delivery of the rent income receipting process for group and managed companies in line with group policies, procedures and prescribed timescales.

	Key Competencies:

· Results focus
· Problem solving and decision making

· Future focus
· Personal learning and growth
· Meeting customer needs


	Key Responsibilities:
· Working in conjunction with the Income team assist in the efficient and accurate recording of all rental revenues of the Group. 

· Maintain records for use in performance indicators measuring service quality.

· Assist in the preparation of external audit information in respect of income and debtor statistical data. Providing information and explanations to auditors.

· Respond to enquiries from external customers, resolving queries timely, and maintaining relationships with the Groups customers.

· Reconciliation of all key accounts, including suspense accounts to an agreed time table and required standard.

· Identify, investigate and resolve unpaid balances outside of payment terms 

· Process rent refunds to tenants in accordance with agreed timescales & procedures.

· In accordance with procedures, issue controlled stationery in respect of income.

· Build strong and supportive relationships with colleagues specifically Rent processing Manager Team Leader, to ensure the services provided meet the identified requirements.

· Recognise the impact the Rental income function has on the wider finance team. 

· Promote a can do attitude aimed at delivering efficiencies that add value to the business.


	
	Essential
	Desirable

	Knowledge skills & experience


	· Experience of working in a finance department

· Knowledge of spread sheets and of computerised ledgers, and good Excel modelling skills

· Successful relationship-building with own staff team members 

· Ability to communicate effectively and courteously both orally and in writing

· Ability to work independently and as part of a team

· Ability to work flexibly to complete workloads

· Willingness to embrace and develop new skills

· Ability to prioritise and organise workloads to meet deadlines

· Self motivation with the ability to work on own initiative

· Ability to prioritise and achieve deadlines


	· Knowledge of the social housing sector would be a distinct advantage.

· Understanding of standard period end routines.



	Specific Role Accountabilities for People, Finance and Policy( ie accountability for managing a team/ budgets etc)
	
	

	Key Relationships (internal/external)

	Income 
Charge Setting

Finance
	

	Qualifications

	
	

	Safeguarding of Children Young people and Vulnerable Adults 

Your Housing Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff to share this commitment. 

As a Your Housing Group employee, it is your responsibility to attend safeguarding training in accordance with YHG safeguarding training strategy and to be aware of and work in accordance with the YHG safeguarding policies and procedures and to raise any concerns relating to such procedures which may be noted during the course of duty.


YHG Values:    Passion
Pride
Creativity
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