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 JOB DESCRIPTION – FINANCE ASSISTANT

Job Title:		Finance Assistant
Reporting to:	Finance Manager

About Us:

Our purpose is the decoding of milk data and building robust insights. The company and its people provide the highest quality recording, testing, health and fertility services & products for dairy animals, supporting farmers and the dairy industry to make sustainable production possible as well as working with milk buyers and retailers to constantly improve the quality of the milk we drink. 

Our people are at the core of our business, their passion for what NMR provides the dairy agricultural industry is something we pride ourselves on. Ensuring collaboration and a can-do attitude every day in behaviours ensures a motivated team of people sharing their expertise with each other and our stakeholders. Our values enable us to behave in a professional way and create a positive trusted environment to work within.

The Role:

Reporting to the Finance Manager, you will provide crucial support to the finance team, focusing your time ensuring all customer receipts are processed and allocated in a timely manner, and assisting the Finance team.


Key Skills:

· Flexible and team player, builds relationships based on respect and care
· Good understanding of cash management with strong attention to detail 
· Well organised with good IT skills including Excel
· Experience of Dynamics365 and knowledge of QuickBooks would be an advantage
· Previous credit control or Sales Ledger experience would be an advantage



Key Responsibilities:

· Posting and allocating cash receipts from the bank statement 
· Posting, allocating and banking cheque receipts 
· Posting and allocating direct debit collections
· Downloading, posting and allocating credit card receipts
· Processing journals and reconciling postings between finance systems 
· Ensuring all unreconciled transactions are reviewed monthly 
· Processing customer refunds bi-monthly
· Monthly bank reconciliations
· Generating and posting sales credit notes
· Processing and sending outstanding invoice reminder letters 
· Supplier bank details checks
· Setting up new customers 
· Milk recorder invoice import & claim reporting
· Adhoc queries from other depts
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Can Do and
Collaborative

Can do:

Make it happen. Be ambitious.
Find a way, be creative, don’'t
give up.

Never settle, look for the next
improvements.

Collaborative:

Work together to deliver for
customers and make positive
change happen.

Help build a one team culture.
Listen, understand, respect the
views and strengths of others.

Expert and
Accountable

Expert:

Show your proven vocational,
technical and professional
knowledge.

Ensure this knowledge is up to
date and stay abreast of new
developments that affect the
industry.

Demand the highest standards
among others.

Accountable:

Understand what’s needed and
take responsibility for delivery.
Build trust and transparency.
Challenge poor performance
and recognise effort and
achievement.

Open and
Purposeful

Open:

Understand the role we all play
by working create a positive
working environment.

Be open, approachable, positive
and empathetic.

Take care of your wellbeing and
that of others, both in and out of
work.

Purposeful:

Show an understanding of our
vision, mission and the role you
can play in realising it.

Seek and own the change we
need and that you want to see.
Build relationships in and across
teams, offices, divisions and
external stakeholders.
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Decoding milk data,
building robust insights.




