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JOB DESCRIPTION

	Job Title: 
	Finance Assistant (Fixed-term)

	Employer: 
	Harbour Multi-Trades 

	Salary: 
	Spot salary

	Responsible To:
	Commercial Finance Manager

	Responsible For: 
	n/a

	JD Last Reviewed
	Optional 

	JD Last Evaluated
	Optional



Key Metrics
	The role is focused on monthly payroll accuracy, invoice recovery, reconciliation controls, statutory/admin compliance, and operational finance support across managers, suppliers, customers, and subcontractors.
· Payroll and salary governance
· Income and sales control
· Financial reconciliations
· Compliance and administration
· Stakeholder support
· General finance support




Job Purpose
	Support the smooth delivery of key finance processes, including monthly payroll checks, salary and sales reconciliations, credit control support, supplier statement reconciliations, credit card postings, pension administration, and CIS reporting. The role will also work with Team Leaders and Managers to resolve time and attendance issues and ensure finance records, invoices, and reconciliations are accurate, timely, and complete.










CORE AREAS OF WORK & KEY ACCOUNTABILITIES/RESPONSIBILTIIES 

	Core Area of Work
	Key Accountabilities/Responsibilities (you will be held accountable for) 

	Prepare month end salary reconciliations

	Prepare all payroll reconciliations and identify variance analysis against Forecast/Budget, within month end timetable.
Prepare all payroll month end journals.
Prepare all payroll reconciliations for year end audit.

	Prepare all monthly salary reports 
	Prepare monthly salary reports to support management accounts and managers on any exceptions.

	Support for credit control

	Support credit control with payment allocations, reconciliations

	Checking of payroll monthly and 4 weekly

	Check payroll reports from MHR on each payroll cycle, 4 weekly and monthly

	Time and Attendance Reports

	Work with Team Leaders and Managers on any exceptions from time and attendance reports

	Support for sales invoices and sales reconciliations

	Working with internal stakeholders to ensure sales invoices are produced in a timely manner.  Monthly sales reconciliation within month end timetable

	HMRC CIS monthly return
	Assist with HMRC CIS monthly returns on HMRC website and to sub-contractors

	Pension admin duties
	Update any pension amendments in MHR and working with pension provider

	Credit Card Reconciliation
	Prepare and manage all credit card postings and reconciliations within month end timetable

	Holiday Cover
	Holiday cover for Cash Book, Period closedown and Purchase Ledger Function

	Any other duties
	Assisting Commercial Manager for other ad hoc duties on demand

	
	



Key contacts/Stakeholder Management
	Finance Team, HMT Staff, HMRC, MHR, Pension Provider, External Auditors, 






	PERSON SPECIFICATION

	E
	D

	Education and Qualification

	
	

	SCQF Level 5 qualification in business administration, accounting, payroll, or a related field, or equivalent experience
	E
	

	
	
	

	
	
	

	
	
	

	Experience
	
	

	1 + years experience of working with payroll and pension administration
1+ years experience of working in a finance team
	E
E

	

	1+ experience in reconciliations and explaining variances
	E
	

	
	
	

	
	
	

	Knowledge 
	
	

	Understanding HMRC rules of pension and payroll

	E
	

	
	
	

	
	
	

	
	
	

	Skills
	
	

	
	
	

	
	E
	

		Microsoft Office proficient (Excel intermediate, Word basic) 
Able to use a range of business software (MRI preferred) 

	Able to communicate with a wide range of colleagues from all teams and all levels 
Able to work on own initiative and with others



	E
	

	
	E
	

	Additional requirements
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