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Assistant Accountant
	Directorate
	Finance

	Team
	Financial Reporting and Accounting

	Location
	Newcastle

	Reports to
	Senior Manager – Core Accounting 

	Direct Reports
	0

	Financial Accountability
	0




Job purpose 
The role will support the accurate recording of transactions and balances across all Agency programmes and initiatives to inform annual statutory reporting and audit requirements, monthly budget performance reporting and reporting to key stakeholders. 

Key accountabilities and responsibilities
· Responsible to the Senior Manager for the preparation of accounting journals on a monthly basis which enables accurate monitoring and reporting.
· Assist in the review of data and transactions to ensure the Agency has accurate and timely financial information.
· Preparation of lead schedules and reconciliations as instructed by the Senior Manager to support balances and disclosures in the Annual Report and Accounts.
· Supporting the maintenance of schedules so that transactions are captured and accounted for correctly.
· Validating and processing data from third parties, where received, to inform changes to asset registers and the recognition of income and disposal proceeds.
· Assist in preparing key financial data for the Agency's management information suite and reporting to Board, Directors Group or Ministry of Housing, Communities and Local Government (MHCLG). 
· Produce ad-hoc reporting in response to the needs of internal and external customers MHCLG or for Freedom of Information requests/Parliamentary Questions.
· Liaising with colleagues from across the Agency, including those outside of Finance.
· Supporting the wider Finance team as required.
Key skills and knowledge
1. Qualifications:
· Essential - good GCSEs and willing to work towards AAT qualification (or equivalent)
· Desirable - Educated to A level or degree level standard and willing to train towards a recognised professional accountancy qualification, such as ACCA, CIPFA, CIMA.
2. Essential Skills/Experience:
· Diligent approach, eye for detail and good analytical skills (including Excel)
· Good writing and communication skills.
· Honest and always acts with integrity.
· Proactive and self-motivated with a positive/can-do attitude.
· Ability to exercise appropriate levels of judgement.
3. Desirable
· Knowledge and experience of accounting systems and controls.
· Previous finance experience in a complex organisation
· Technical accountancy knowledge
· Relevant experience in public/private sector
· Property/housing sector experience
· Knowledge of Business Intelligence or similar reporting tools


Values and key behaviours
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Respectful

As the core principle,
this runs through

all our values and
behaviours
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Impactful

We combine our
commercial expertise
with social purpose to
deliver value for
money and maximise
our positive impact

Accountable

We are empowered to
lead by example, take
responsibility for our
actions and speak up
for what’s right

Innovative

We are bold, creative
thinkers who embrace
change, never stop
learning and always
look for a better way
to do things

Inclusive

We recognise and
value everyone as
individuals and draw
strength from our
differences

Collaborative

We share information,
align priorities, and use
our collective
knowledge and
experience to achieve
great results





