	Job Title:
	FINANCE ASSISTANT

	Business:
	Taylor Wimpey Logistics

	Location:
	Newmarket

	Reports to:
	Finance Manager

	Direct Reports:
	
	

	Main Interfaces
	Internal and external customers and internal departments
	


	Overall Purpose

	To supply administrative support to the business, in particular in relation to the sales ledger.


	Key Activities

	Sales Ledger Invoice Processing

	· Process all categories of sales invoice

· Ensure all sales invoices are raised correctly

· Ensure Left Offs are billed when despatched

· Ensure correct cost of sales is processed, especially after price rises

· Assist with credit control and the resolution of invoice queries

· Log correspondence and telephone calls in excel

· Reconciliation of direct sales control account

· Scan POD’s onto server

· Issue copy POD’s on request



	

	Assist with other roles

	Must be flexible and adaptable to take on other roles as and when required such as:
· Assist in allocating cash receipts

· Assist in and cover for purchase ledger duties
· Assist in Customer Services by processing call offs from site and answering the telephone


	


	Key Competencies

	· Knowledge of finance

· Thoroughness & accuracy
· Fast and accurate typing skills

· Self motivation

· Adaptability

· Time management 

· Decision making




	Key Experience

	· IT Literate, with particular emphasis on understanding how to use Excel in varying scenarios

· Working within a finance environment

· Experience of reconciliation work

· Excellent communication skills both written and oral
· Experience of dealing with customers



If you would like to be considered for this position please send your CV to Caroline Blomfield (caroline.blomfield@taylorwimpey.com) by 16 February 2012.
Please advise your Line Manager if applying for this role.

