
Title: Accounts Assistant		Department: Finance 
[bookmark: _GoBack]Reports to: Finance Manager		Salary: Exceeds national minimum wage
Contract duration: Fixed (12 month maternity cover)
Objective: To assist the Finance Manager in the smooth running of the Finance Department, ensuring suppliers are paid and outstanding debts are collected in a timely manner

Key responsibilities:
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It is our policy to provide equal employment opportunities for all employees regardless of race, sex, colour, nationality, national or ethnic origin, sexual orientation, marital / partnership status, religion, age or disability.


· Balancing accounts
· Processing sales invoices, receipts and payments
· Preparing statements showing income and expenditure
· Completing VAT returns
· Checking accuracy of accounts
· Processing expenses claims
· Helping to prepare final accounts, such as profit and loss accounts and balance sheets
· Giving admin support to accountants
· Credit control
· Payment of vendors using various payment methods

Personal profile:

· Personality: Self-motivated with the ability to interact and cooperate with all company employees and maintain professional internal and external relationships that meet company core values.
· Specific job skills: Excellent multi -tasking skills, able to confidently communicate with people at all levels and able to work quickly and accurately with excellent numeracy skills.
· Computer skills: Able to use Microsoft Office, Outlook and Sage.

Desirable:
· Experience: Previous experience in a credit control position
TO APPLY: PLEASE EMAIL YOUR CV TO EMMA@WOLFESTONE.CO.UK
CLOSING DATE:  29/02/2012

Our Company Values!

Displaying a can do attitude		Having fun
Going the extra mile			Remaining ambitious
Being positive and enthusiastic		Working together to keep promises to our customers
Treating everyone with respect		Working ethically and professionally
Being friendly and responsive		Delivering quality!
Being green
Training: We are a great supporter of personal development and as such offer a wealth of training opportunities for our staff.

Career prospects: As a Wales Fast Growth 50 Company we are able to offer a stable working environment with frequent opportunities for career progression.
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INVESTOR IN PEOPLE
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