SCOTTISH ENVIRONMENT PROTECTION AGENCY

GENERIC JOB DESCRIPTION
A
JOB IDENTIFICATION
	JOB TITLE


	Finance Assistant

	REPORTS TO


	Finance Manager 

	DIRECTORATE


	Finance and Corporate Services

	UNIT OR TEAM
	Finance

	LOCATION(S)                            


	Stirling Corporate Office


B.  
MAIN PURPOSE OF THE JOB

	To provide an efficient and effective service in respect of a wide variety of finance workloads throughout the department.


C.  
KEY AREAS OF RESPONSIBILITY

	Key Areas of Responsibility


	Time (%)

	Ensure salary payments are transmitted to all employees via electronic banking system utilised by SEPA in accordance with strict monthly deadlines.
Ensure all supplier payment runs are actioned on a daily/weekly basis as required either electronically, by cheque or bank draft as appropriate.

Assist in collection of outstanding debtors and charging scheme invoicing as directed.

Posting of relevant cash book entries/journals on a daily basis.

Preparation of nominal ledger control and supplier account reconciliations on a monthly basis in accordance with timetable.

Implementation of all internal and external audit recommendations as directed.

Maintain petty cash imprest system on a daily basis.

Ad hoc exercises and provision of cover within Finance Department as required.
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D.  
COMMUNICATIONS AND KEY WORKING RELATIONSHIPS
	Communications – This post plays an important support role within the finance function.
Communication takes place on a daily basis and the types of people/groups that the post needs to communicate with as an essential part of the role are :-

Internal.

SEPA staff at all levels.

Other FACS Managers.

External.

Bankers.

Suppliers.
Type and Purpose of Communication.

This is a role which provides essential financial support in respect of banking and exchequer services, and mainly involves judgements on straightforward facts or situations.

Communication within this role is both verbal and written.
This post works with daily training and management by the finance manager.

Standard communication skills are required in preparation of Memos, Emails, Forms, Letters, Figures and Statistics and Reports.

Working Relationships – The key stakeholders this post is required to work with as a core part of the role are :-

SEPA staff at all levels, FACS Managers, Bankers and Suppliers.


E.
DIRECT REPORTS
	There are no direct reports to this post.


Person Specification
1) KNOWLEDGE AND TECHNICAL SKILLS 
Indicates the type of knowledge and skills essential or desirable to do this job and the level required using the indicators below.

(1) Significant expert knowledge

(2) Specialist knowledge
(3) Routine but detailed knowledge

(4) Broad understanding
Or not applicable (N/A)

	Type of Knowledge/skills (please specify detail below under broad headings)
	Essential
	Level
	Desirable
	Level

	SEPA Organisational Knowledge

Namely: Not essential for this post but desirable in terms of understanding business structure and links to payroll, purchase and sales ledger.
	
	
	Yes
	3

	Scientific/Technical

Namely: Not essential for this post but desirable to inform development of organisational knowledge.
	
	
	Yes
	4

	Managerial

Namely: Not essential for this post. 
	
	
	
	

	Legislation

Namely: Not essential for this post, however a general understanding of SE Financial Memorandum linked into SEPA’s internal Standing Financial Instructions would be desirable.
	
	
	Yes
	3



	Other 

(please specify) 
	
	
	
	


2) QUALIFICATIONS

Indicate the area and level of qualifications (if any) essential or desirable to do this job

	Type of Qualification
	Essential
	Desirable

	An appropriate qualification in accountancy is preferred but not essential.
	
	Yes

	
	
	


3) EXPERIENCE REQUIRED
Indicate the type and likely length of experience essential or desirable to do this job
	Type of Experience
	Essential
	Length
	Desirable
	Length

	Technical/scientific professional experience


	
	
	Yes
	1 Year Relevant Experience.

	People management experience


	
	
	Yes
	1 Year People (Communication Skills) Experience.

	Budgetary management experience


	Yes
	1 Year Relevant  General Financial Experience.
	
	

	Use of equipment and systems (please specify)

Excel, Word, Financial Systems and Electronic Payment Methods.
	Yes
	1 Years Experience.
	
	

	Other (please specify):
	
	
	
	


4) COMMUNICATION SKILLS

	Type of Communication (please specify detail below under broad headings)
	Essential
	Desirable

	Written communication

Namely: Memos, Emails, Forms, Letters,  Figures/Statistics.
	Yes
	

	Report writing

Namely: Not essential for this post, but desirable in terms of assisting Senior Management.
	
	Yes

	Oral communication

Namely: Good oral communication skills required for daily interaction with SEPA management at all levels, bankers and suppliers etc
	Yes
	

	Presentations

Namely: Not an essential requirement  for this post.
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