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This intended to supplement the information provided in the Generic Job Description to enable a manager to put a particular post into context at the time of recruitment.  The Generic Job Description is the definitive document which defines the job and its overall responsibilities.

A
JOB IDENTIFICATION INFORMATION

	JOB TITLE

(If different from Generic Job title)


	Finance Assistant

	POST REFERENCE NO.
	FIN00219

	REPORTS TO


	Finance Services Manager

	PORTFOLIO

	Finance

	UNIT OR TEAM
	Finance Services Manager

	WORKING HOURS AND LOCATION(S)      

	Full-time (35 hours per week) based in Stirling, although currently working from home
SEPA is happy to consider flexible work arrangements and we proudly use the “Happy to Talk Flexible Working” logo on all our job vacancies. If you want to work part-time or through some other flexible arrangement, we strongly encourage you to apply.





	POST STATUS

(Indicate if permanent or fixed term; full or part time and if part time, indicate hours)
	Fixed Term – 6 months full time


B.  
SUPPLEMENTARY INFORMATION ABOUT THIS POST

	Although the Finance Assistant posts are generic and can work in any area of the Finance Services team; Initially, training and responsibility for this particular post will be Purchase Ledger, (the processing of invoices and sundry payments), and will also be trained in the banking aspects of Finance Services with a view to progressing into the other Finance assistant roles as required.



C.
SUPPLEMENTARY INFORMATION ABOUT THE QUALIFICATIONS, 
KNOWLEDGE AND EXPERIENCE REQUIRED FOR THIS PARTICULAR POST.

	Qualifications

	As per the job description


	Knowledge

	As per the job description


	Experience

	As per the job description
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