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Finance Assistant 

Job Description 

Post Title: Finance Assistant 

Responsible to: Finance Supervisor 

Liaise with: Managers; Supervisors; Colleagues; Clients; Suppliers. 

Hours of Work: 35 hours per week.  

Location: Based at Cardiff Women’s Aid, Head Office. 

Job Purpose: 

Provide assistance to the Finance Supervisor in the accurate and timely recording and reporting of 

the charity’s financial functions, and supporting colleagues and clients in dealing with financial 

issues.  

Main Areas of Responsibility 

1. Sage 50 Accounts database 

2. Rent/Housing Benefit & Personal Charge 

3. Supplier Invoices (Purchase Ledger) 

4. Remittances Received & Invoices Issued (Sales Ledger) 

5. Petty Cash 

6. Shopping Orders 

7. Filing 

8. General 

1. Sage 50 Accounts database 

 Ensure that all Sage 50 Accounts ledgers are correct & up to date by recording all financial 

transactions in the Sage 50 Accounts database, and allocating them to the correct nominal, 

department and fund codes. 

 Assist the Finance Supervisor in reconciling Bank Accounts in the Sage 50 Accounts 

database with actual Bank Account balances. 

 Assist the Finance Supervisor in generating Departmental reports and other Management 

information as required. 

 Identify missing/incorrect codes, discuss changes with the Finance Supervisor and 

implement where agreed. 

2. Rent/Housing Benefit and Personal Charge 

 Submit Housing Benefit Applications to the Housing Benefit Office on a weekly basis. 

 Generate Housing Benefit Invoices and submit to the Housing Benefit Office within agreed 

timescales. 
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 Liaise with Refuge staff to ensure that Rent and Personal Charge payments are collected 

from Refuge residents. 

 Maintain a record of Rent/Housing Benefit & Personal Charge due and received on behalf 

of/from each resident, including Housing Benefit Claim Reference Numbers. 

 Generate and distribute reminder letters as required. 

 Validate and process any Housing Benefit Overpaid notices. 

 Liaise with support staff and Housing Benefit Office staff to resolve all queries. 

3. Supplier Invoices (Purchase Ledger) 

 Record Supplier Invoices in the Sage 50 Accounts database when received and payments 

made. 

 Assist the Finance Supervisor in reconciling Supplier Accounts in the Sage 50 Accounts 

database with outstanding Supplier Invoices. 

4. Remittances Received & Invoices Issued (Sales Ledger) 

 Record BACS/Cheques/Cash Remittances in the Sage 50 Accounts database when received. 

 Reconcile Customer Accounts in the Sage 50 Accounts database with outstanding Invoices 

Issued. 

 Reconcile Funding Stream Accounts in the Sage 50 Accounts database with Remittances 

Received. 

5. Petty Cash 

 Record Petty Cash Vouchers and Inter-Account transfers in the Sage 50 Accounts database 

to ensure that Petty Cash levels are accurately reflected. 

 Agree the Petty Cash account balance with the cash-in-hand. 

6. Shopping orders 

 Liaise with Supervisors to generate and submit regular orders to authorised suppliers for 

cleaning products and emergency client supplies. 

7. Filing 

 Provide an effective audit trial by filing all paperwork when completed. 

 Maintain an ‘in progress’ filing system to ensure that transactions are not overlooked, and 

are processed and recorded within agreed deadlines. 

8. General 

 Deputise for the Finance Supervisor as necessary. 

 Any other administrative duties that may be required. 
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General Responsibilities 

 Attend meetings as necessary. 

 Participate in support/supervision system. 

 Represent Cardiff Women's Aid and to promote its ethos; to work in a positive way and 

feedback fully to the organisation. 

 Contribute to the Annual Report. 

 Undertake training to update skills in line with Cardiff Women's Aid Training and 

Development Policy. 

 Maintain anti-oppressive and anti-discriminatory work practices. 

 Abide by Cardiff Women's Aid’s confidentiality policy. 

 Work with colleagues to maintain service delivery. 

It is the nature of the work that tasks and responsibilities are in many circumstances unpredictable 

and varied. All employees are therefore expected to work in a flexible way and undertake tasks 

which are not specifically covered in their job description. 
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Person Specification 

Experience 

Essential: 

 General office experience. 

Desirable: 

 Experience in interpreting financial data and producing relevant reports. 

 Experience of developing and maintaining databases. 

Knowledge 

Essential: 

 Highly computer literate, with an excellent working knowledge of Microsoft Excel and 

Access (or a similar database program), or capable of becoming an advanced spreadsheet 

and database user and keen to do so. 

Desirable: 

 An understanding of the distinction between data and information. 

 Knowledge of the concepts involved in database design. 

Skills and Abilities 

Essential: 

 Meticulous, with strong attention to detail - able to produce work to a very high level of 

accuracy.  

 Highly organised, with excellent workload management skills, specifically with the ability to 

prioritise own work and reprioritise when necessary.  

 Strong communication skills and the ability to produce clear, concise written 

correspondence. 

 The ability and confidence to communicate with others at all levels of seniority and with all 

levels of ability. 

 A tenacious approach to problem solving. 

 Able to carry out tasks that often demand high levels of concentration.  

 Integrity and understanding of the care needed with sensitive information.  

 Willingness to accept responsibility.  

 Strong mathematical skills. 
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Qualifications  

Essential: 

 Good standard of education (minimum of good GCSE levels or equivalent in English and 

Maths); 

 Keen to undertake further training as required. 

Desirable: 

 Business and Administration Level 2 Certificate (NVQ) or equivalent; 

 A Level Maths. 

 


