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JOB DESCRIPTION

JOB TITLE:  Finance Assistant 
- Expenditure and Creditors (AP)


TEAM:  Finance
PRESENT POSTHOLDER:  



DATE:  April 2025




PREPARED BY:  NH
OVERALL PURPOSE OF THE ROLE:

To assist with the financial processing for Norfolk Wildlife Trust (NWT) and its subsidiaries, Norfolk Wildlife Enterprises Ltd (NWE) and Norfolk Wildlife Services Ltd (NWS). The main focus will be on Expenditure and Creditors (AP or Purchase ledger) along with other activities as required. 
REPORTING TO:  Head of Finance
REPORTING TO JOB HOLDER:  None

OTHER WORKING RELATIONSHIPS:

Internal:  Finance team, Directors, Managers, Staff and Volunteers as required.
External:  Contractors, Suppliers.
MAIN DUTIES:

The postholder will undertake the following duties as & when required, as part of the Finance Team’s processing requirements:
1. Matching PO Invoices to purchase orders and delivery notes (where required) and inputting purchase ledger invoices onto Xledger ready for payment in fortnightly bulk BACS runs. When necessary follow up missing purchase orders and delivery confirmation with relevant staff to enable timely input onto Xledger to comply with our 30-day payment terms.   Ensure that all authorisation back up (purchase order, delivery note or email) is filed in PDF format for authorisation of BACS payment and audit purposes. 
2. Processing of Non-PO invoices.

3. Checking monthly supplier statements to make sure all invoices have been received including filing of year end statements for audit purposes.

4. Assist with setting up electronic bank payments & when requested email out remittance advices, annotating invoices and moving to final filing folders.

5. Process of Anglian Farmer Invoices
6. Process staff reimbursable Expenses & Equals card expenditure.
7. Process and reconcile Direct Debit invoices/payments including Vehicle Leasing, Post Office Drop & Go and Freepost accounts.
8. Working with the Head of Finance to keep all relevant process instructions up to date.

9. Process all allocated work within the given end of month deadlines, maintaining an end of month checklist enabling the Head of Finance to oversee workloads and ensure that deadlines are met.
10. Assist with other Finance team administration as requested.
11. As directed by the Head of Finance help to cover work within the Team during holiday, sickness or busy periods.

OTHER DUTIES:

· Undertake other ad hoc duties and projects as agreed with the Head of Finance.
· Work in accordance with the Trust’s Health and Safety Policy and contribute to the maintenance of a healthy and safe working environment. 
· Work in accordance with the Trust’s GDPR policy.

· Ensure personal awareness of Safeguarding, Equality, Diversity and Inclusion policies.
ESSENTIAL REQUIREMENTS:

· Minimum of three years relevant experience of working in a finance processing role.
· Experience of using Xledger or other Cloud based accounting systems or equivalent.
· Excellent attention to detail and numeracy skills.
· Good IT skills using Microsoft packages, including proven experience using Excel at an Intermediate level.
· Proven administrative skills with ability to work under own initiative and as part of a team, working to given deadlines.
· Good written and verbal communication skills.
DESIRABLE REQUIRMENTS:
· Experience of inputting data into Xledger via bank feeds or CSV files.

· Experience of purchase to pay system and/or EPOS back office system
· A clear interest in and sympathy for nature conservation and the work of NWT
LIMITS OF AUTHORITY:
· Access to the Trust’s and subsidiary companies financial accounts and computer system.

· Sign certain correspondence.
HEALTH AND SAFETY:

Attached with contract

