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    Financial Control and Operations : We ensure that financial processes run efficiently, and that people can easily follow them, such as purchasing, income, cash and grant management, master data set up and processes that impact individuals directly such as expenses and payroll interaction.



    Role Classification


        
            Job Level
                

                Level 12
                

        


        
            Values and behaviour framework
                

                All colleagues
                

Core behaviours that everyone within the organisation should aspire to achieve.        
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    Role Purpose


    This role supports the Transaction Services Manager in delivering all finance transactional processing activities, maintaining the accuracy and integrity of financial ledgers. 


The role is crucial in ensuring frontline operations run smoothly and effectively.


The role consistently demonstrates and embeds the values and behaviours in daily work, contributing to a positive and inclusive culture.






    Responsibilities


    
            		Deal with post, manage shared mailboxes and respond to telephone enquiries received from internal and external customers, ensuring timely and satisfactory resolutions.


            		Validate and create new supplier / customer records, process amendments, and ensure compliance with financial controls.


            		Process high volume financial transactions, maintain accuracy, and adhere to deadlines and financial controls.


            		Prepare, obtain approval, and process journals, ensuring accuracy and compliance with standards.


            		Allocate BACS / cheque receipts to accounts, review and clear unallocated receipts / payments, and maintain accurate records.


            		Manage tenancy detail data, including recurring billing information, ensuring accurate records for all tenants / customers.


            		Undertake credit control for all debt due, maintaining close links with customers to ensure timely payments.


            		Participate in activities to implement new processes or continually improve established procedures, enhancing efficiency and outcomes.


            		Build effective working relationships with other departments to maintain high levels of service to customers.


    




                    Additional information


            Qualifications, knowledge and experience


            

		5 GCSEs, including Maths and English, or an equivalent level of qualification.


		Experienced in prioritising tasks to adapt to changing work demands. 


		Knowledgable to take initiative on continuous improvement.


		Experience in processing high volume, high value transactions accurately and competently.


		Experience of working across an organisation.




            


image1.png
Homes Englana




