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JOB DESCRIPTION

1. JOB DETAILS

Job Title: 


Finance Apprentice
Unit/Department:

Finance

Hours:


1 post – 37.5 hours per week
Reports to:

Senior Finance Officer

Accountable to:

Finance Manager
Tenure:


18 month contract
2. JOB PURPOSE
To maintain the organisation’s Purchase Order System direct ordering, supporting the Finance Assistants, and to assist in the smooth running of the finance department. The post holder supports 30 Heads of Department in their purchasing and cash requirements.

3. DIMENSIONS

The post holder has no direct budget responsibilities but must be aware of cost implications and make effective use of the organisations resources.  

4. ORGANISATION CHART

(Please see attached)

5. PRIMARY DUTIES AND RESPONSIBILITIES

Purchase Ledger

· Liaising with members of staff concerning orders, proof of delivery and the proper returns procedure.

· Liaising with members of staff concerning the correct authorisation of purchase orders and invoices.

· Receiving good and matching invoices to delivery notes & purchase orders.

· Processing staff training request forms to invoices, dealing with queries and ensuring timely payment occurs
· Reconcile supplier statements to the Accounts Database records.

· Process all queries promptly arising from incorrect paperwork and authorisation on orders & invoices.
· Issuing Petty cash 
Filing
· Undertake department filing on a daily basis
Income

· Process Daily Banking
· Enter banking and receipts from statements onto the accounts database.

· Counting and banking collection boxes

Purchase Orders

· Create Purchase Orders and direct ordering from suppliers including NHS
· Maintaining outstanding purchase order file on a continuous basis
Other duties

· Opening post
· Support other members of the Finance Department where workloads require and providing backup in the event of absence, including purchase invoice entry and monthly journals

· Issuing Stationary.

· Top up franking machines

· Internal Post Distribution

· Undertake any other reasonable duties as required within the Finance Department.

6. KEY RESULT AREAS 2019/20
· Training

7. COMMUNICATIONS AND WORKING RELATIONSHIPS

The post holder will have most frequent contact with:

· All staff employed by Rowcroft including Rowcroft Hospice shops.

· Volunteers.

· Patient’s relatives and carers.

· Suppliers.

8. MOST CHALLENGING PART OF THE JOB

· Accuracy.

· Working to strict deadlines.

9. AUDIT CLAUSE

All members of staff are expected to participate in audit assessments as appropriate.

Infection Control Clause

Infection Control is everyone's responsibility.  All staff, both clinical and non clinical, are required to adhere to the organisation's Infection Prevention and Control Policies and make every effort to maintain high standards of infection control at all times, thereby reducing the burden of Healthcare Associated Infections including MRSA.

 

All staff employed by Rowcroft Hospice have the following key responsibilities:

 

· Staff must decontaminate their hands prior to and after direct patient care or contact with the patient's surroundings;

· Staff members have a duty to attend mandatory infection control training provided for them by the Hospice;

· Staff members who develop an infection (other than common colds and illness) that may be transmittable to patients have a duty to contact Occupational Health.

10. PERSON SPECIFICATION 

(Please see attached)

11. JOB DESCRIPTION AGREEMENT

This job description is subject to review.  The post may include other duties and responsibilities as determined by the recruiting manager in consultation with the postholder.  

The post is subject to Rowcroft Hospice Foundation Ltd. Terms and Conditions of Service.

Postholder’s Signature:





Date:

Head of Department’s Signature:




Date:


4. ORGANISATIONAL CHART
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8.  PERSON SPECIFICATION
	Attributes
	Essential
	Desirable

	Qualifications, special training and general intelligence
	GCSE Maths & English, grade c or above

	Working knowledge of MS Excel spreadsheets and MS Word.

Experience of computerised accounting software



	Knowledge and skills
	High standard of accuracy.

Ability to work to deadlines.

Good organisational skills.
	

	Special experience


	
	

	Personal requirements e.g. communication, interpersonal
	Able to communicate with staff at all levels.

Excellent communication skills.

Ability to work well as a member of a team.
	

	Other requirements, e.g.

Rotas
	
	


Finance & Commercial 


Director





Finance Manager








Senior Finance Officer





Finance Assistant – Post 1





Finance Assistant – Post 2





Finance Apprentice – Post 1





Finance Apprentice – Post 2
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