Home Leone
Job Description and Person Specification

Job Title		Management Accountant
Reporting to	The Chief Executive
Hours		8.30 to 5.30 with hour lunch break 5days a week and 8.30 to 1pm on Saturdays
Job Purpose	To implement and run a Xero cloud-based accounting system ensuring appropriate internal control and production of timely relevant and accurate management information
Qualifications 	As a minimum, must have a degree in accounting or ideally some professional qualification.  Must be capable of using the Xero accounting software and Microsoft Office for Teams with SharePoint and a good understanding of excel spreadsheets. Understands and can use double entry bookkeeping methodologies
Experience	Ideally worked for an organisation producing management accounts through to trial balance, profit and loss and balance sheet.  
Specific Duties include:
Accounts
1 Ensure data entry is accurate and correctly input to enable the production of monthly managements accounts
2 Ensure that the accounting function is seen as an authority within the organisation
3 Ensure that all operational functions adhere to approved budgets
4 Ensure all transactions are supported by documentation (receipts or otherwise) and appropriately filed
5 Can manage an accounts team
6 Ensure all expenditure is properly authorised
7 Ensure goods received before being paid for or properly authorised
8 Ensure all transactions are entered in to the accounting system on a timely basis.
9 Ensure all staff advances are completed by month end and fully reconciled.
10 Review the profit and loss on a weekly basis ensuring it makes sense, and send to the Chief Executive
11 Participate in Senior Manager meetings as arranged
12 Deliver reports as agreed including profit and loss, balance sheet and project accounts for each project.
Cash
1 Ensure all bank accounts are reconciled on a monthly basis
2 Ensure all cash is kept securely, counted on a daily basis and reconciled to the accounts at the end of each business day.
3 Change currency for the best rate going in a safe and secure manner
4 Make payments as authorised by Appropriate leaders 
Wages
1 Maintain list of all employees including all hires and leavers correct on a daily basis
2 Ensure file is kept for each employee stating key details
3 Complete NRA and NASSIT forms and deliver them to appropriate authorities
4 Make up wage packets at month end and ensure double counted by another Home Leone employee.
5 Ensure every worker signs for their money
6  Ensure all wages are allocated to the correct project 
Other
1	Anything else the Chief Executive or Finance Director reasonably ask 

Salary
This person’s salary will depend on experience and track record.  It may also be that this person has an opportunity to join the Home Leone Housing scheme.


