Job Description
[COMPANY NAME]

	Job Title
	Accounts Assistant

	Reporting To
	Finance Manager


	Job Purpose

	To provide assistance to senior members of the accounts department


	Main Duties

	· Working with sales and purchase ledger
· Invoicing
· Preparing accounts
· Creating spreadsheets
· Handling payroll duties

· Providing accounting support

· Assisting with credit control

· Creating documents

· Providing administrative assistance

· Dealing with phone calls

· Any other related duties that may arise in the course of employment



	Person Specification

	Essential

· Qualifications: A relevant university degree
· Experience: Previous experience working in an accounts capacity
· Knowledge of computer office programs
· Strong communication skills both written and verbal

· Demonstrable aptitude for figures

· Ability to work as part of a team and on own initiative

Desirable
· ACCA qualification
· Experience as an Accounts Assistant
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