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Job Description
Job Title:


Assistant Management Accountant
Responsible to:

Management Accountant (initially reporting to Head of Finance)
Overall purpose of the job: 
· To support the Management Accountant by providing financial data to trial balance, including balance sheet reconciliations and the production of reports for the Senior Management Team, Eldon Board and the managed clients and their Boards 
Key responsibilities: 
Financial Accounting
· To be responsible for the weekly postings of bank entries to the financial ledgers including direct debit payments taken from the Association’s bank accounts and maintaining the central records accordingly.

· Reconcile balance sheet accounts within the strict deadlines given on a weekly and monthly basis, investigating discrepancies. This will include rent account reconciliations, all bank account reconciliations as well as other balance sheet accounts such as accruals and prepayments
· To carry out the daily banking and be responsible for the Association’s petty cash control ensuring the safe custody of any unbanked receipts
· To be responsible for the accuracy of transactions affecting nominal ledger such as posting of entries to the correct bank accounts, transfers between accounts with appropriate journal entries
Management Accounting
· Assist with the production of monthly management accounts for Eldon and managed clients, including:

· Variance analysis

· Accruals

· Prepayments

· Depreciation

· Journal postings

· Commentaries for inclusion in reports being produced by the Management Accountant and Head of Finance

· Assisting in the preparation of the annual budgets and quarterly forecasts in collaboration with relevant staff and clients where required
Learning and Development
· To actively participate in self development as appropriate and training as identified for the benefit of performance management

· To attend courses as identified or requested by the Association or its Managed Clients in compliance with the Training and Development Policy and Procedure. (Courses arranged outside of contractual hours, attendance and travel as appropriate will be reimbursed)

Best Practice

· To work to promote the Association and ensure that it’s reputation is enhanced and to actively promote its Equal Opportunities and Diversity policies, ensuring that all practices/procedures are in accordance with best practice equality and diversity procedures 
· Co-ordinate and maintain accreditation of the business as determined by the Executive and Senior Management Team
· To work within the Association's Equal Opportunity Policy and ensure implementation of the same
· Be aware of Health and Safety regulations at all times, ensuring compliance  

· To adhere to the Association’s Environmental Policy

Other 
· Undertake other duties as required by the Management Accountant, Head of Finance or Senior Management Team

· Providing cover for the Finance Officer and Rents Officer where required
Person specification:
Essential Skills, Qualifications and Experience
· Management accounting experience including budgeting, forecasting, monthly reporting 
· Financial accounting experience including reconciliation of balance sheet accounts and bank accounts
· Must be computer literate including Microsoft Office
· Good problem solving skills

· Accuracy and attention to detail

Desirable:

· Previous finance experience working in Housing Sector

Qualified AAT or part qualified CIMA
· Knowledge of payroll

Competencies

The Assistant Management Accountant will be expected to demonstrate a high level of proficiency in following areas.

· Understands customer needs and strives to exceed these and provide a caring, customer focused service

· Works openly and honestly with colleagues, customers and suppliers and treats others with respect

· Is a confident and persuasive communicator, able to engage effectively with a range of audiences to create clarity and understanding

· Is committed to achieve results personally and through others; sets clear objectives and works with determination and energy
· Takes all opportunities to learn and develop and support others to do the same

· Is open minded, flexible and responds positively to change; focuses on improvements

· Manages time, resources and priorities effectively and flexibly

