ALL HALLOWS HOSPITAL

JOB DESCRIPTION

Job Title:

Finance Assistant

Department:

Finance 

Responsible to:
Finance Manager
…………………………………………………………………………………………………

Objective of Job

To support the Finance Manager in the smooth running of the department.

Responsibilities

1.
Process all supplier invoices for both the hospital and nursing home, obtain authorisation and enter them on the Sage system in line with the department’s deadlines.

2.
Produce supplier payments, tie up with remittances and send to suppliers.

3.
Check back all supplier monthly statements before the payment run, to check all invoices are available to pay. If necessary, investigate any missing invoices and phone the relevant company for a copy.
4.
Summarise and input petty cash transactions for the hospital, daycare, domiciliary care, nursing home and nursing home daycare to Sage.
5.
Process payrolls for the hospital and nursing home, print the necessary reports and file in employee files, send necessary forms to Inland Revenue monthly and process Year End.

6.
Manage all payments resulting from the payrolls,  to staff, HM Revenue and Customs, and pension providers.

7.
Keep a record of pension lists and send to pension providers, ensuring they are supplied with the information they require

8.
Produce nominal journals from payroll reports and payslips and enter on Sage Nominal Ledger.
9.
Reconcile all payroll related control accounts monthly and ensure they are correct.
10.
To have a flexible approach to your job requirements and carry out any other duties as and when necessary.

11.
To handle and treat gently and with compassion each client, bearing in mind their age, frailty, etc. and safeguarding vulnerable adults

12.
Deliver a safe and clean care environment ensuring that cleanliness and standards are maintained, including good hand hygiene.

Principal Responsibilities

1.
To maintain a clean and tidy appearance and have good personal conduct at all times.

2.
To be aware of and adhere to Customer Care Policies.

3.
To attend Fire and Health & Safety and other training lectures as required.

4.
To observe procedures with regard to Health & Safety and manual handling at all times.

5.
To help create a good working atmosphere through emphasis on team spirit, and communicate fully with other team members and the Finance Manager on relevant issues affecting your post.

This job description is not exhaustive and should be related to a contract of employment and all employees are expected, within reason, to be available for other tasks as directed by the Head of Finance.
The post holder will be subject to a system of annual performance review and career development.

This job description is flexible and serves to provide guidelines to the duties expected of the 

post and will be reviewed and amended in the light of changing needs.

Signed..............................................................

Print Name………………………………….
Date..................................................................
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