Role Description & Personal Profile


	Role

	Job Title:

	Assistant Financial Accountant and Administrator

	Division: 

	PDUK


	Department:

	Finance


	Location:

	Melmerby


	Role Type:
Permanent, FTC etc
	Permanent


	Team Structure:
Reports to, Direct & Indirect Reports
	Reports to: Financial Accountant / Finance Manager
No Direct Reports




	Description

	Impact Statement:
The contribution of the role to achieving the overall business objective. Span of impact. 
Main purpose, focus of the role.



	The Assistant Financial Accountant and Administrator plays a vital role in ensuring the financial integrity, operational efficiency and regulatory compliance for AB Neo’s Melmerby site. By providing accurate financial processing, timely reporting and reliable administrative support – this role directly contributes to sound financial decision-making and the smooth day – day functioning of the site

Through diligent management of financial records, reconciliations and administrative systems – the postholder supports budget control, audit readiness and transparency. 



	Key Responsibilities:
The key objectives and accountabilities of the role. (5 to 10 areas)








	· Process and manage overhead and indirect purchase invoices through the purchase-to-pay system, ensuring accuracy, correct coding and timely approvals.
· Support the management of indirect purchase orders (POs), including creation, follow-up and resolution of mismatches.
· Investigate and resolve invoice discrepancies in collaboration with suppliers, Procurement and Central Finance.
· Maintain and update the fixed assets register, ensuring accurate recording of capitalisation, disposals and transfers. 
· Perform periodic fixed asset checks and reconciliations under supervision of the Financial Accountant.
· Support depreciation runs ensuring correct posting in the ERP system, liaising with Operations and Procurement to ensure correct classification of capital vs expense items.
· Support the agreement and reconciliation of intercompany including Investigating and resolving intercompany differences in coordination with Central Finance and other group entities.
· Ensure intercompany transactions are accurately documented and compliant with group policies.
· Provide hands-on support during month-end and year-end close activities, including preparation of supporting schedules, reconciliations and documentation for review.
· Assist with accruals, prepayments and cut-off activities under supervision, ensuring timely completion of assigned close tasks in line with group deadlines.
· Assist with VAT compliance transactional testing and the preparation of VAT-sensitive Master Data setup (and modifications) for the Financial Accountant's review.
· Day to day management of the Goods Received Not Invoiced (GRNI) control account.
· Support the implementation and sustained compliance with internal financial controls and group policies.
· Prepare documentation and evidence to support internal and external audit requests.
· Proactively identify and remediate control gaps and process inefficiencies with the support of the Financial Accountant.
· Maintain accurate financial and administrative records in line with internal controls and audit requirements.
· Maintain master data (suppliers, customers, products, business partners)
· Support continuous improvement of finance and administrative processes including the implementation of new internal controls and carry out general office duties as required.

	Key Stakeholders
What are the challenges of the relationships, communication strategies required etc

	· Finance Manager / Financial Controller
· Central Finance
· Procurement Team
· Commercial Team
· Customer Service Team
· Site Operational Team
· Production Planning & Logistics
· External suppliers

	Scope
Depth, Breadth of knowledge application, ability to innovate, complexity of tasks, budgetary responsibility
	Broad exposure to financial accounting operations including control accounts with a strong transactional and administrative focus.  This role requires a high attention to detail, the ability to manage multiple priorities and confidence working cross-functionally.

No Budgetary responsibility
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	Person Specification
	
	Essential / Desirable

	Knowledge:
Consider number of years’ experience, any formal qualifications genuinely necessary or any key areas of knowledge.
	· AAT qualification or equivalent or working towards a professional accounting qualification.
· Previous experience working in a finance or accounts role, including transactional accounting
· Experience processing invoices and working with purchase-to-pay systems.
· Experience of providing financial administrative support within an office environment
· High levels of accuracy and attention to detail 
· Strong organisational skills with the ability to prioritise competing demands.
· Experience of maintaining accurate financial records and reconciliations/control accounts
· Excellent communication skills (written and verbal).
· Excellent working knowledge of MS Office.
· Knowledge of M3 ERP.
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	Key Behaviours:
Consider which of our guiding principles are particularly relevant and also any role specific behaviours
	· Proactive, hands-on and solution focused.
· Strong team player with a flexible attitude
· Comfortable working across functions and adapting to changing priorities.
· Customer-focused mindset, both internally and externally.
· Resilient and able to manage ambiguity.
· Takes ownership and sees tasks through to completion.
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	Other factors:
Travel, Shift Working, HGV Licence etc
	Willingness to adopt technology and new ways of working.
Flexibility to support other teams when required while maintaining core finance responsibilities.
	E
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