Role Profile 
	Job Title: 
	Finance Assistant 

	Reports To: 
	Finance Manager  
	Jobs Reporting into the Job Holder:
	None

	1. Job Purpose

	· To provide support to the Finance Manager in managing the finances of Surrey FA 

· To provide a high level of customer service and administrative support to County FA staff
· To support the delivery of the Surrey County FA Strategy  


	2. Principal Accountabilities/Responsibilities

	· Undertake banking, petty cash and reconcile payments / receipts

· Prepare sales and purchase invoices/ credit control
· Bank reconciliation

· Balance sheet code reconciliation 

· Assist in audit preparation

· To deputise for the Finance Manager as required

· Provide high levels of customer service

· Deal with general email / telephone enquiries
· Administer Surrey FA Benevolent Fund
· Input details, process payments and answer queries

· To assist with administration as required to service the needs of the County FA and enable delivery of the County Strategy
· Take minutes of meetings as required

· Administrative tasks relating to the Whole Game System

· Support County Staff to draft correspondence, type letters and reports

· Maintain records and databases, providing reports and statistical analysis
This job description is only a summary of the role as it currently exists and is not meant to be exhaustive.  The responsibilities/accountabilities and skills/knowledge/experience/behaviours might differ from those outlined and other duties, as assigned, might be part of the job.



	3. Knowledge/Experience/Technical Skills/Behaviours


	a) Knowledge/Experience/Technical Skills

	Essential:-

· Previous experience in a bookkeeping role
· Knowledge of accounting software 

· Ability to multi-task and prioritise effectively.

· Significant experience of using Microsoft Office including Word, and Excel. 
· Excellent administration skills
· Demonstrate a working understanding and application of inclusion, equality and anti - discrimination, safeguarding and best practice

	Desirable:-


· Knowledge of The FA National Game Strategy 

· Knowledge/experience of grassroots football


	b) Behaviours

	· Problem Solving

· Teamwork

· Communicating

· Delivery

· Customer excellence 
· Developing Self and Others
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