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Role Description & Person Profile

	Job Title

	Finance Assistant (6 months Fixed-Term Contract)

	Business

	Germains

	Location

	Kings Lynn / Hybrid (3 days per week office based)




	Role Overview
Impact Statement 

	The purpose of this role is to ensure the timely and accurate recording of financial information within the company’s accounting systems (Sage and PMS). The role requires strict adherence to approval levels, internal controls, and established procedures to maintain data accuracy and support the effective operation of the finance function.


	
Key Responsibilities

	
Accounts Payable
· Maintain the Accounts Payable ledger.
· Match invoices to purchase orders and GRNs.
· Process supplier invoices using Documation and Sage.
· Set up and maintain Documation templates to support effective invoice automation.
· Support payment runs and ensure suppliers are paid on time.
· Resolve supplier queries promptly and professionally.
Supplier & Customer Accounts
· Create new supplier and customer accounts and maintain existing records.
· Ensure all Delegated Levels of Authority (DLAs) are complied with.
· Undertake data cleansing activities to maintain accuracy.
Finance Administration & Systems
· Ensure all finance documentation is filed correctly with proper approvals.
· Prepare information for internal and ABF auditors.
· Provide holiday cover and support to colleagues at other sites as required.
· Deliver training and guidance to non‑finance colleagues when needed.
Business Support
· Build and maintain effective working relationships with internal and external stakeholders.
· Provide practical advice and solutions to support business operations.
· Complete administrative tasks required for company reporting procedures.
Health & Safety
· Support Health & Safety investigations linked to near‑miss reporting.
· Manage personal workload in line with best‑practice Health & Safety standards to support a zero‑injury workplace.
General
· Undertake additional duties as required to support the wider finance team and business operations.



	Other Factors
Travel, shift pattern, working hours, Licence type etc.
	37.5 hours per week, 3 days office based (Monday, Tuesday, Wednesday)




















Person Profile

	Required experience, qualifications, and necessary knowledge 

	Essential
	Desirable

	
· Experience in an accounts role within a private‑sector organisation.
· Strong Accounts Payable experience.
· Competent in Excel and other Microsoft Office applications.
· Strong attention to detail and accuracy.
· Good organisational skills with the ability to manage multiple tasks.
· Clear and confident communication skills.
· Ability to work collaboratively across teams and locations.
· Educated to A‑Level standard (or equivalent).


	
· AAT Level 2 or above. 
· Experience using Sage 







	AB Agri High Performance Framework
	Our high-performance framework is a set of guiding behaviours which have been created with people from across our businesses to enable great performance across the organisation.  The focus is on what you can do to demonstrate high performance in your role, as well as the behavioural inputs to assist you getting there.  

· Pioneering – Curious, spirited and bold. We lead the right way. 
· Excellence – We seek excellence in all that we do.
· Growth – We create ways for our people and customers to thrive. That’s how we keep making a difference. 
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