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Job Description 

	Position title:
	Assistant Financial Accountant

	Reports to: 
	Financial Accounting Manager

	Overall purpose of position:
	The Assistant Financial Accountant will primarily support the financial accounting team in completing month end duties.
The role will be varied and will include accruals & prepayments, journal entry, GL account reconciliation and P&L account analysis.  In addition, the role will be a key link between the Accounts Payable team and financial accounting teams, to ensure all expenses / credits are appropriately accounted for at month end.  The incumbent may also be required to assist with AP duties on occasions, should circumstances require.


	Key responsibilities:  (most important first)


	· Prepare & post month end journals
· Liaise with AP to ensure all relevant accruals & prepayments are reflected in the accounts
· Reconciliation of GL accounts
· Prepare detailed P&L analysis schedules for expense lines on the P&L, to breakdown monthly expenditure and provide variance analysis
· Assist the finance team with the year end audit and tax analysis requirements
· Perform other adhoc tasks as required by the Financial Accounting Manager, to include covering key tasks during holidays / absences
· Contribute to the team environment and professionalism of Steljes by providing support across all sections with efficient and effective delivery of accounting services 
· Communicate effectively with Stakeholders at all levels of Steljes and build a rapport to achieve business goals
· Meet all commitments under the broader safety management systems within Steljes and comply with all relevant legislation and statutory requirements 


	Contact with others:


	Will interact with other finance personnel within Steljes to ensure that requests for information are followed up in a timely matter
Will interact with other company representatives within Steljes on matters of shared interests 

Contact with external clients / contacts


	Challenges and opportunities


	Working to tight deadlines

Develop analytical skills, to investigate costs and reconcile accounts

Ability to work in a changing working environment


	Examples of Performance Measures

(Max 5)


	1. To complete P&L analysis schedules by the end of week 1 each month
2. To ensure all GL accounts are fully reconciled by the end of week 2 each month

	Qualifications, experience and expertise:


	Essential.

1. Interested in finance and in the early stages of studying towards an accountancy qualification (eg AAT, early stages of CIMA)
2. Experience of working in a finance team

3. Attention to detail & high level of accuracy

4. Confident in the use of MS Excel (Pivots, VLookups etc)

5. Team player

Desirable
1. Sage Line 500 experience would be an advantage but not completely necessary
2. Calm and professional manner with ability to communicate effectively whilst under pressure
3. An understanding of the AV industry would be an advantage but not essential
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