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JOB DESCRIPTION 

Job Title	Finance Assistant

Department	Finance

Reports to	Finance Manager

Primary Objectives
· Contribute to the delivery of the OCT mission of ‘Connecting us with our Oceans’ by assisting in the day-to-day operation of the finance function, including maintaining the sales ledger, ensuring accurate processing of sales invoices, credit control, and customer account reconciliation.
· To adhere to the Core Values of the OCT which are: Positivity, Respect, Integrity, Diversity and Engagement

Main Duties
· Raise and process accurate customer invoices in a timely manner.
· Maintain and update the sales ledger, ensuring all customer accounts are current and accurately recorded and support the credit control process by following up on any overdue accounts.
· Perform regular bank reconciliations of all accounts for all transactions, ensuring all receipts and payments are correctly applied and reconciled on the correct accounts and investigating and resolving discrepancies promptly.
· Produce and distribute monthly customer statements to ensure timely communication of account balances.
· Prepare and analyse monthly aged debtor reports for review with the Finance Manager.
· Manage our finance mailbox, including actioning or assigning tasks to the appropriate team member.
· Action customer service requests for refunds.
· Assist with cash office processes during busy periods and month end.
· Assist with month-end and year-end finance procedures, including supplier statement reconciliations.
· Provide support during audits by preparing and supplying required documentation.
· Undertake training deemed appropriate to your role.
· To follow all procedures and protocols in relation to every aspect of the role in an accurate and complete manner.
· To carry out other activities as appropriate on the instruction of Senior Management.
· At all times to behave in a safe and responsible manner in accordance with company Health & Safety policy and the requirements of Health & Safety legislation relating to your responsibilities and to promote and act in the employer’s best interest.
· To always work in line with the OCT Mission and Values, working with others to provide a supportive, responsive environment and service.
· To always present a positive image of OCT, through every aspect of your work.
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