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1.  Purpose:

1.1 To give staff a clear understanding of the duties and responsibilities of their role within Apex Scotland.

2.  Scope:

2.1
All staff and potential employees.

3.  Accessibility:

3.1 This policy is written in English but can be translated into Community Languages and also large print and audio for people with sight impairments and hearing difficulties.
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      Apex Scotland Job Description and 

      

Role Profile 

Position: 


ASSISTANT ACCOUNTANT

Responsible to:

Accountant 

Location:


Head Office

Salary Scale:

£24,083 - £26,113
Value Statement: 

All employees of Apex Scotland must work within the ethos of the organisation and apply themselves as per the Organisational Qualities and Values Policy.

PURPOSE OF JOB

To provide a financial support service to Apex Scotland with reference to the contractual agreements reached between the organisation and the appropriate stakeholders.

To contribute to the organisation’s professional financial management with particular responsibilities of producing monthly and year end accounts, overseeing the effective delivery of the financial services and provide support  to the team where required.

GENERAL:

1. To participate in ensuring that the team works effectively with each member being given the opportunity to participate in decision making and service delivery.

2. To participate in the timetabling and delivery of existing services within the philosophy of the organisation and within the financial limits and time scales set.

3. To participate in the development of financial processes.

4. To participate in the monitoring of performance with regard to financial targets and to provide advice as requested.

5. To participate in discussion and reach agreement with regard to TOIL, holidays and staff working hours to ensure adequate cover for service provision.
6. Provide support to the Accountant in overseeing the smooth functioning of the department.
OPERATIONAL

1. To ensure that all financial transactions are accurately and correctly recorded, and a monitor is maintained on financial performance.
2. To assist in the maintenance and provision of accurate and timeous monthly management accounts of both organisations and each budget centre within them.

3. To assist in production of end of year financial statements and accounts,
4. To assist in production of an annual revenue budget.

5. To assist in the production of revised out turn figures at periods to be decided.
6. To undertake the effective operation of the Apex/ACU Payroll function.

7. To provide support for all systems within the finance department and to effectively liaise with team members.
8. To provide support and information for the management of funding contracts and where required manage specific projects and budgets.

9. To provide costing proposals for services, funding reports and income claims.
10. When required carry out the banking for the organisation and perform other treasury duties.

11. To liaise effectively with Service Development Managers, Centre Co-ordinators and any other staff as necessary to participate in the preparation of project reports, financial claim and any other question or queries.

12. Prepare for and participate in any financial (or quality) audits, including our annual audit and any others requested by funders.
13. To undertake the accurate and effective operation of the following for both organisations: Petty Cash Imprest System, reimbursement of staff expenses claims, purchase ledger & payments of supplier accounts.
14. To undertake the supervision of supplier contracts in respect  of vehicles, photocopiers supply, mobile phones, energy and others as appropriate.
15. To undertake the supervision of premises leases and ensure all notifications are completed in the process of vacating or occupying new premises.
. PERSONAL DEVELOPMENT

1. Take ownership of your own self development and highlight learning opportunities, agree development plans with manager, actively pursue continual improvement in your performance, skills and knowledge.  Keep up to date with current legislation affecting your business and help facilitate the development of others through skill sharing.
2. Ensure you maintain proficiency in the use of computerised accountancy software and effectively use the bespoke programmes particular to your function.
ORGANISATION AND LEGAL RESPONSIBILITIES

3. Conform with all Apex policies and local procedures with regard to recording and processing  TOIL, holidays, illness, working hours, expense claims, grievance, petty cash, appraisals and development plans etc

4. Conform to all Apex and legal policies and practices regarding Health and Safety and carry out your own responsibilities in reducing risk in this matter. Promote a healthy and safe culture in the workplace along with ensuring your actions is conducive to the protection of the environment.
5. Ensure your actions support equality, diversity, rights and responsibility of the individual along with supporting the maintenance of all Apex policies and practices. Conform to all confidentiality policies and legislation e.g. Data Protection. 
OTHERS

6. Adopt a co-operative and flexible attitude to providing cover or aid for other colleagues and roles when required, to meet Apex objectives. Commit to all reasonable requests from your colleagues and manager. 
7. Promote Apex Scotland and All Cleaned Up as a company and represent its interests in a professional manner while complying with all legal, moral and dress codes of practice.

