The Lesbian and Gay Foundation
Finance & IT Assistant
Salary:


Accountable to:
Finance and IT Co-ordinator
Job Summary

· Responsible for the day-to-day elements of financial transactions.
· Support the senior finance team in management reporting by ensuring transactions occur accurately and timely.
· Provide IT support to the organisation and ensure issues are logged and resolved in a timely manner. 
Key Tasks

1. Finance
a. Action all requests for invoicing and spend through the online portal.
b. Maintain payment report information and process the weekly supplier payment run.
c. Conduct weekly bank reconciliations and process banking transactions.
d. Process cash receipts and ensure accurate application through the IRIS accounting system.
e. Process all petty cash requests and reconcile weekly.
f. Process all rail and hotel requests through the purchase requisition process.

g. Support the Finance Manager in the production of monthly management reports and account reconciliations.
h. Support the F&IT Co-ordinator with credit control and courtesy calling.
i. Report and ensure that the integrity of the Sales and Purchase day books is maintained.

2. IT
a. Log all IT issues raised and respond in line with the Service Level Agreement.
b. Escalate all significant IT issue to managers or the provider’s external IT support.

c. Ensure that IT infrastructure is maintained and is complaint with our risks register.

d. Assist the F&IT Coordinator with all process improvement elements of IT and the design of an internal IT manual for support purposes.
3. Other Responsibilities
a. Conduct any other ad hoc projects in line with agreed timescales.
b. Support the Internal Audit process for all financial and non financial processes.

c. Conduct all other administrational requests that may be raised (i.e. mailing, etc).  
Conditions

1. Hours – 35 hours per week (flexibility regarding working hours required) – Note this is not a LGF paid role and all applicants remain employees of Work Solutions through the Future Jobs Fund
2. This post is subject to a rolling one month probationary period
