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Job Description

	
	

	Job Title:
	Finance Coordinator

	
	
	

	Department:
	Finance

	
	
	

	Reporting to:
	Finance Manager

	
	
	

	
	

	
	

	Main Purpose of Job:
	

	
To ensure that all general admin processes of the finance function are completed in a timely manner.  This will include; Credit Control, Sales Ledger, Purchase Ledger and Cash book.


	Main Duties:
	

	
1. Maintain Credit Control processes to ensure debtors levels are kept to a minimum.
2. Process of daily Sales Ledgers functions.
3. Process monthly International Trade Invoicing run.
4. Process monthly Membership Renewals & Resignations Invoices / Credit Notes.
5. Maintain excel spreadsheets relating to the finance department such as DD Collections, Cashbook, Purchase Orders etc.
6. Post cashbook activity on a daily basis.
7. Resolve internal and external accounts queries.
8. Process of daily Purchase ledger activity.
9. Process refund requests within the accounting system and input the payments onto Bankline to be released a member of the SMT.
10. Provision of cover for other members of the team during staff absences. To include but not limited to the processing of the monthly DD Collections and monthly Supplier Payment runs.
11. Liaising with all internal departments to improve processes, resulting in more efficient / robust processes and a better customer experience.
12. Assist with ad hoc facilities as required by the business.

	

	This job description is not exhaustive due to the changing environment of Northamptonshire Chamber of Commerce.  The job holder may be required to carry out other duties considered to be within the scope of the job.
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