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JOB DESCRIPTION & SPECIFICATION

	Job Role
	Finance Assistant

	Reports to 
	Chief Executive Officer 

	Type of Position
	Part Time

	Salary 
	TBA



	About the service

	BATS is a social enterprise providing accessible and affordable transport through a variety of contracts and community schemes. Our membership base is varied ranging from different voluntary & community groups, individuals that are unable to access mainstream transport links. 
BATS carry out contracts for the Local Authority providing clients both Special Education Needs Home to School Transport and also Social Services Clients transport to various Day Centre services. We carry out Travel Training programmes both in the Bexley and Bromley boroughs. We also recently won a Dial A Ride contract. 



	Person Specification	

	As the Finance Assistant you will be responsible for managing both the Sales and Purchase Ledger.
· Keeping workbook (Excel Spreadsheet) up to date with all relevant financial data
· Recording all incoming invoices and coding to the correct department numbers
· Liaise with CEO to obtain authorisation of invoices to be paid
· Raise remittances 
· Recording all cash in and marking off invoices paid
· Preparing banking 
· Collate reports of Aged Debtors and chase unpaid invoices
· Manage Petty Cash ensuring accurate records kept and issuing payments necessary
· Preparing Supporting Spreadsheets for services provided to Local Authority for approval before raising invoice for the same
· Raising all invoices for all services provided 
· Communicating on a regular basis with the external accountant 
· Monitoring Budgets for different departments 
· Drafting Financial Forecasts for CEO/Trustee Board
· Liaise with CEO to obtain authorisation of invoices to be paid
· Preparing BSOG reports for Department for Transport



	Person Specification

	BATS are looking to recruit a highly motivated individual for a financial role within a busy organisation. You must be highly organised and adept at working in high pressure environments. 
Must be a team player, ready and willing to assist in day to day office running i.e answering phones. Flexible attitude is a must.
A passion to work in the third sector with a caring and compassionate attitude is essential.   



	Essential 
	· Strong Office Experience
· Proficient in Microsoft Office, Word, Excel etc
· Relevant Work Experience
· Team Player



	Desirable 


	· Experience with Sage




	Further Information

	References will be taken up prior to commencement of employment and a full enhanced DBS check will be undertaken
This role is excluded from the Rehabilitation of Offenders Act 1974 due to the nature of the vulnerable clients transport  
Annual Leave is on a Pro Rata basis. Salary to be disclosed upon registering interest.




To apply, please contact Sarah Mellows on sarah.mellows@bexleyct.co.uk or call the office on 01322 311333 for an application form. For more information regarding the post please, speak to either Lorraine Stares or Sarah Mellows

CLOSING DATE 27/10/2017
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