Background information

This is an exciting time of change at the Aldingbourne Trust.  We are continuing to develop our services to meet the needs of people who have a learning disability and are embarking on a major plan for one of our main sites.  

We are a registered charity with a turnover of £2.7m & receive the majority of our funding from the fees we charge to support people.  Our funding base has become more complex, with a range of income sources, including trading activities via social enterprises.  We will be establishing a trading company this year.

The Accounts Assistant is a new post, key to the smooth running of our finance team & central office of the Aldingbourne Trust.  You will work closely with 2 finance liaison workers and report to the Head of Finance. This is an exciting opportunity to join an organisation which is at a turning point in its history & to play a part in shaping the next phase.

ALDINGBOURNE TRUST

JOB DESCRIPTION

Project:

Aldingbourne Country Centre.

Job Title:

Accounts Assistant
Work location:
Aldingbourne Country Centre, Blackmill Lane, Norton, Chichester,




PO18 0JP.

Directly

Responsible to:
Head of Finance
Overall

Responsible to:
The Managing Director, The Aldingbourne Trust.

General Purpose  


· To support the finance team & central office of the Trust with a range of accounting & administrative functions. These will include assisting with maintaining the purchase ledger and sales ledger & taking responsibility for ensuring our petty cash, banking and credit control procedures are followed.
Main duties:

· To obtain and collate Sales/Purchase Ledger documentation and enter on to accounts system.  This will include checking budget codes and authorisation in accordance with the Trust’s policies.

· To assist with payment of debtors and creditors, including checking statements & payment by BACS.
· To assist with sales invoicing.

· To prepare bankings, support with petty cash administration, including reconciliation and analysis.  To support the team with payment of client, volunteer and staff expenses.

· To assist with preparation of budgets, spreadsheets, data entry.

· To assist Project Manager with monthly returns and other financial matters. 

· To deal with internal and external queries on sales/payments.

· To action credit references and maintain credit control.
· To provide administrative assistance within the Country Centre & Trust’s central office.
· Any other reasonable duties that are commensurate with the post and may be requested from time to time.
· To support the values of the Aldingbourne Trust.
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Accounts Assistant – Aldingbourne Country Centre
Terms & Conditions

· 16 hours per week – (Monday – Friday).
· Salary will be in the range of £6,709.21 - £7,142.56.

· Pension:  The Aldingbourne Trust will contribute 7% of your salary.  Employees contribute 3%.
· Life Assurance:  x2 your annual salary.
· Annual leave:  20 days + Christmas close-down (5 days) + Bank Holidays.
· Sick leave:  
4 weeks year 1
8 weeks for subsequent years.

· Family/carer’s leave:  5 days per annum.
· Access to 24 hour counselling advice line.

· Cycle Scheme.

· Childcare voucher scheme.
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