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	Job Title:
	 Finance Assistant

	Reports to:
	Finance Manager 

	Department:
	 Dudley 

	Created:   2025
	Updates:
	
	
	

	Manager Sign-off:
	
	Date:

	Job Holder Sign-off:
	
	Date:



	[bookmark: OLE_LINK3]HAYLEY247 MISSION: 
Hayley 24/7 Engineering, the fast and effective mechanical engineering solutions provider to all industry sectors.




	Purpose and Scope:




	Working in a busy department for a group of engineering companies which are part of a large multi-national organisation, the Finance Assistant will be responsible for supporting the Finance Managers with monthly, annual, and ad hoc reporting requirements.

Main Duties:	
· Assist with the day-to-day operations of the accounting functions for multiple branches in a detailed and accurate manner 
· Providing excellent customer and supplier liaison
· Provide business partner support to internal stakeholders
· Application of accruals, prepayments, revenue recognition and other accounting principles 
· Reconciliation of nominal accounts 
· Preparation of VAT & PAYE, National Statistics, and other statutory returns
· Nominal analysis for MI reporting and tax compliance purposes
· Assist with month end close and reporting
· Support internal and external audit processes
· Provide ad-hoc support to purchase and sales ledger teams
· Any other ad hoc tasks
The list of main duties is not exhaustive.  Additional duties may be added to this role with potential scope for further development within this busy team.  Where a reasonable amendment to the main responsibilities of the role is necessary, you will be expected to undertake these additional duties as required for the successful completion of job.





	Qualifications / Skills:

	· Exceptional communication skills
· Analytical with strong attention to detail
· Strong interpersonal, communication and presentation skills
· Motivated and success driven
· Commercially aware
· Proficient user of SAGE finance software 
· A solid understanding of accounting principles
· Working knowledge of all statutory legislation and regulations
· Strong excel and data manipulation skills
· Ability to work to tight deadlines
· Self-starter with willingness to adapt and drive change
· AAT L3 qualified (minimum requirement) / AAT L4 part qualified (or equivalent)


	Education / Experience:

	· GCSE or equivalent
· Recent experience of undertaking a similar role
· Grounding in bookkeeping 
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