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



	Job Purpose: 

To assist in delivering the daily / weekly / monthly General Ledger process.  In particular the role will be responsible for processing transactions to support the Assistant Accountant General Ledger to ensure timely and accurate processing.  

As a newly established position, the role holder is expected to contribute to the establishment of the GL processing function, and assist the smooth transition of process, working with the Finance team. The following is included within the operational scope of this role:

- Accruals & Prepayments computations and processing

- Journal allocations, to the standard template and methodology

- Payroll journal processing 

- Undertaking and collating account reconciliations

- Provision of information and analysis in support of the above

- Bank reconciliations

	Key Competencies:

· Results focus

· Future focus
· Building Relationships
· Personal Learning & Growth
· Meeting Customer Needs

· Problem Solving and Decision Making



	Key Responsibilities:
Systems

· Provide effective and efficient administrative assistance and support for the GL team, demonstrating strong organisation and communication skills.

· Understand the processes involved in the process of standard GL journals and account reconciliations and to assist with resolving day to day queries. 

· Have a broad understanding of the context and objectives of the General Ledger team, to enable prioritisation of work to be completed in a timely manner. 

· To complete a wide range of administrative tasks, such as designing materials in support of processes

· Maintain knowledge of General Ledger processes and promote improvements that can add value and efficiency to the business.

· To support the administration of the Finance reconciliation database.

· Undertake such other duties and tasks as may lie within the scope of this post to ensure the effective delivery and development of the service. 

Change & Transformation

· Support the development of solutions that improve the efficiency and capability of YHG’s Finance systems.

· Support the continuous approach to transformation, change and improvement of systems and policies against the remit of the role.

Relationships

· Develop and maintain effective relationships with both internal and external Stakeholders, ICT directorate, Finance directorate and the wider group to ensure the services provided meet the identified requirements.

· Promote a can do and customer focused environment that responds positively to the needs of internal and external customers.

· Embrace the culture of continuous improvement to support VFM throughout the organisation.

Other

· Undertake such other duties and tasks as may lie within the scope of this post to ensure the effective delivery and development of the service. 



	
	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 (i.e. accountability for managing a team/ budgets etc.)
	
	

	Key Relationships (internal/external)

	Finance
Income

Charge Setting
	

	Qualifications

	AAT
	

	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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