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JOB DESCRIPTION 


JOB DETAILS

Job Title: 		Finance Officer

Department:		Finance 

Grade: 		CI2



ORGANISATIONAL ARRANGEMENTS

Line Manager:	Finance Manager


JOB PURPOSE 

· To process, pay and reconcile all transactions and paperwork pertaining to the purchase ledger operation
· To process cash book transactions, payments and banking transactions including bank reconciliations




DUTIES AND RESPONSIBILITIES 
To process, pay and reconcile all transactions and paperwork pertaining to the purchase ledger operation
· ensure that all purchase ledger transactions related to suppliers are processed, maintained and kept up to date throughout the year within acceptable and known timescales
· process purchase ledger payment runs when required
· ensure that once the daily invoices are on DB capture that carriage, etc., if required, is added onto the system and that the invoices that require authorisation are sent out
· process financial transactions for Beatson Conference as and when requested
· issue PO’s when required
· action outstanding purchase orders as advised by groups
· e-mail purchase orders and remittances as required

To process and reconcile all non-purchase ledger payments and receipts through the cash book  
· ensure all banking transactions are posted accurately and that bank reconciliations are performed over the first couple of days of the month in time for month end closures
· issue non PO invoice report when required
· process expenses when received
· process petty cash when required
· process credit card transactions
· process month end sales invoices
· review, update and issue PO for credit card transactions after Director PA has updated her spreadsheet and prior to automatic upload 
· record and acknowledge donations upon receipt
· process all cash book and banking transaction within a couple of days of receipt

Teamwork
· Communicate clearly and effectively over purchase ledger responsibilities on an ongoing basis
· Deal with morning mail, sorting it out, and getting it scanned and processed onto DB capture as quickly as possible
· Process journals and project reallocations as required
· Provide cover for team members during periods of holidays, sickness and annual leave
· Provide cover to reception as required
· To attend relevant training appropriate to the position.

Other
· routinely review bank balances and send to CRUK mid-month and at month end
· process expenses on a regular basis and submit to UoG
· Monitor foreign currency levels in advance of payments
· Review non EU imports
· Report on budgets and financial transactions to research groups within the Institute
· Meet, engage and liaise with other colleagues, groups and departments around the Institute

General
· Additional activities and responsibilities as deemed appropriate by the Finance Supervisor, the Management Accountant and the Director of Finance and Administration



STANDARDS OF PERFORMANCE

· Work efficiently, cost-effectively and in a flexible manner
· To meet objectives within pre-determined timescales
· Effective communications to be maintained with finance staff
· Strict adherence to protocols, Institute policies and Health & Safety instructions


KEY RELATIONSHIPS
Internal	External
Director of Finance & Administration	Suppliers
Management Accountant 	Software Suppliers & Support
Systems Accountant	Bank contacts
Group Leaders/Budget holders	Auditors
PA to Director/Reception	WeCAN customers
Scientific Officers	University of Glasgow
Finance Team	Other customers
Human Resources	
Stores	




KEY SKILLS

Strong purchase ledger and administrative skills
Meticulous attention to detail
Good organisational skills
Good communication and teamworking skills
Comfortable working in a confidential environment


PERSON SPECIFICATION

Essential

· High degree of written and verbal communication skills
· High degree of accuracy and attention to detail
· Able to communicate with a wide variety of people
· Ability to work under pressure individually or as part of a team to meet tight timescales
· Ability to problem solve within area of work/knowledge
· Proficient at using standard Microsoft Word and Excel packages
· Able to work in a confidential/sensitive environment
· Experience of operating a finance package.
· Computer literate in Windows-based operations and an understanding of event management systems.

Desirable
· Knowledge of SAP 1 finance systems
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