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	Role Title
	Financial Assistant

	Company
	Corserv Solutions 

	JE Code
	5221

	Grade
	COR. 5

	Reports To (Role Title)
	Finance Team Leader 

	Base Location
	Scorrier/Hybrid 




This role
The provision of consistent, high quality and accurate financial administrative support to the Corserv Financial Services team. The processing of sales and purchase/subcontractor invoices, in an efficient, accurate and timely manner in accordance with legislation and Corserv conditions of service. To provide general financial administrative services that will support the delivery of an excellent focussed service.

Areas of responsibility
· Raising sales invoices to recover payment for work, goods or services supplied/carried out by the Company for external customers
· Process invoices for the payment of work, goods or services supplied/carried out for the Company by external organisations
· Checking purchase invoices to ensure that they meet HMRC requirements and referring to source if unclear. 
· Identification of inter-company/inter-division projects and assigning to correct location
· To support the gathering of statistical information to enable effective monitoring of processes and practices.
· To answer, as first point of contact, queries from suppliers, sub-contractors and staff relating to purchase orders, invoices, HMRC or payments.
· Be an advocate for the Company and adopt a proactive and positive approach to promote best practice working across the business.
· To ensure adherence to all administrative guidelines, compliance with company policies and relevant legislation in all actions and duties.
· Provision of quality advice, guidance and support within own sphere of work and signposting managers and staff to other appropriate sources where appropriate.
· The maintenance of electronic and manual records and filing systems ensuring that they fully satisfy data integrity, audit requirements and confidentiality is strictly observed.
· The storage and archiving of company documentation in accordance with HMRC and company procedures.
· Provide general financial administrative support that will enable the delivery of an excellent customer focussed service, including the creation of basic correspondence; and other general office duties as required; ensuring that all correspondence, telephone and face to face enquiries are dealt with promptly and accurately.
· To be aware of and adhere to applicable rules, regulations, legislation and procedures e.g. the company’s Equal Opportunities Policy/Code of Conduct and national legislation e.g. Health and Safety and Data Protection.  To ensure all work carried out by the team observes Government Regulations, company practice and standing orders and is carried out in accordance with health and safety legislation and best practice guidelines.
· To maintain confidentiality of information acquired in the course of undertaking duties for the service.
· Other duties appropriate to the grading of the post.

	Financial
	Direct financial accountability: processing sales and purchase/subcontractor invoices, in an efficient, accurate and timely manner.

Declaration of confidentiality.

Indirect financial accountability:	 As above

	People Management 
	Number of direct reports:  	None
Number of indirect reports:	 

	Working Conditions 
	☒No unusual hazards		☐Minimum precautions required
☐Some precautions required	☐Precautions required

	Physical Activity
	☒Minimal				☐Light
☐Moderate				☐Heavy



Person Specification (knowledge, skills and experience)

· Good standard of general education (e.g. 5 GCSE A+ to C level) including English and Maths or equivalent work related experience
· Previous experience working in Finance, a Finance Team or in an equivalent environment
· An understanding of Financial Regulations relating to invoice payment and purchase ordering.

· Demonstrates sound knowledge and interpretive skills to deal with invoice and purchasing queries.
· Competent in the use of Microsoft Office including Word, Excel and Outlook and an ability to create financial reports using Microsoft Office applications
· Demonstrable ability to communicate well verbally and in writing, has organisational skills and demonstrates the ability to prioritise work, work under pressure to meet deadlines as part of a team and on own initiative
· Demonstrates a good knowledge and understanding of administrative procedures including correspondence management, controlled document/file management, record keeping and maintaining and audit trail.
· Proactive approach to change and strong commitment to continuous improvement.
· Competent at maintaining security and confidentiality and can demonstrate an understanding of the principles and practice of data protection. 

Person Specification (other requirement)

· The duties of the role may involve occasional travel.  It is a condition of employment that the role holder can exercise satisfactory travel mobility in order to fulfil the obligations of the role.  For those journeys where an alternative form of transport is unavailable or impracticable the role holder will be required to provide a suitable vehicle. 



Cormac Head Office 
Western Group Centre
Radnor Road
Scorrier Cornwall TR16 5EH
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