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Job Description 

Job Title: 
       Finance Officer
Reports to:             Finance Manager    

Location:
       Head Office

Job Purpose

To provide a proactive, professional and effective support network for Regional Managers, Shop Teams and all internal colleagues which will support in delivering their objectives and KPI’s. To facilitate in the financial performance of the retail sector, ensuring accuracy and compliance. Provide cover for Central Services colleagues during absences. Adhere to the Mind Retails mission and core values of the charity.

Key Responsibilities









Responsibilities include but are not limited to the following:
· Collate, code & process finance invoices in addition to the reconciliation of statements from suppliers. 
· Full responsibility of creating and cancelling direct debit and standing order payments, ensuring accuracy of data inputting.
· Preparation of the daily shop credit card reconciliations highlighting anomalies are they arise.
· Managing and monitoring the retail finance mailbox on a daily basis.
· Assisting with the preparation of monthly bank reconciliations in an accurate and timely manner.

· Assist with the reconciliation of weekly shop takings.
· Assist with the daily credit card reconciliation.

· Use a range of office software including email, spreadsheets and database information to produce timely and accurate reports. 

· Actively participates in two way communications sharing and exchanging relevant and appropriate information with the Regional Managers, Shop Teams, Head Office personnel and all external customers.
· Assist with adhoc task relating to the finance team.
Person Specification

Essential

· Actively studying towards an accounting qualification CIMA or ACCA
· Financial knowledge- highly numerate with high degree of accuracy
· Ability to use MS office applications – Word, Excel & outlook
· High attention to detail

· Influencing and negotiation skills

· Well developed interpersonal skills

· Excellent telephone manner

· Excellent organisation skills- able to prioritise

Desirable

· Retail sector experience 
· Experience with using Microsoft Dynamics GP 2016 
