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Job Description

	Job Title
	Assistant Management Accountant
	Department
	Finance

	Reports To
	Finance Business Partner - Partnerships
	Location
	Wakefield



	Job Purpose - Overview

	Describe the main purpose of the job and its role within Cardfactory (regional, etc.).

	The core objectives of this role are to support with business’s transactional accounting processes and the production of timely and accurate management accounts.
The role will also support day to day accounting process and operations.
This role will be based at our Head Office just outside Wakefield with scope for agile and remote working in line with our Smart Working principles. Study support towards a professional qualification (ACCA/CIMA) will be provided.



	Key Responsibilities

	Detail responsibilities. How does the job impact the business, what is the area of impact, what is the level of leadership/influence, team size, internal/external working relationships, etc.

	· Process sales invoices and credit notes, liaising with sales representatives to ensure accuracy and timely completion.
· Coordinate and process weekly payroll and sales commission payments.
· Process, code, and reconcile supplier invoices against purchase orders to ensure accurate and timely payments.
· Manage customer, supplier, and internal queries relating to invoices, payments, and account discrepancies, ensuring prompt resolution.
· Process employee expenses and claims, ensuring appropriate VAT treatment and accurate cost allocation.
· Perform monthly balance sheet reconciliations, investigate variances, and resolve outstanding items in a timely manner.
· Prepare and analyse financial reports to support management decision-making and business performance reviews.
· Support month-end and year-end close activities, ensuring all financial tasks and deadlines are completed accurately and on time.
· Liaise with internal departments, suppliers, customers, and warehouse teams to ensure financial processes are completed efficiently and correctly.
· Monitor and maintain accounting records, ensuring transactions are accurately recorded and supporting documentation is retained.
· Assist in the preparation and submission of VAT returns, ensuring compliance with relevant regulations.
· Support the annual budgeting and forecasting processes by providing financial data, analysis, and administrative assistance.
· Work closely with external auditors during the year-end audit process, preparing schedules and responding to information requests.
· Undertake ad hoc finance and administrative duties as required by the Finance Business Partner to support business objectives.



	
Core Accountabilities/Measures of Success

	Provide 4-6 key measures of success. These are the key outputs of the role/end results required for the business unit. 

	· Meet deadlines for periodic reporting
· Work completed to a high degree of accuracy
· Continuous improvement of processes and models to create efficiencies and improve reporting
· Build strong relationships throughout the Finance and the business teams
· Strong attention to detail

	

	
Qualifications, Skills, Experience Required

	Precise description of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. type, breadth and depth of experience, specific skills, qualification requirement, etc.

	· Graduate with a bachelor’s degree in finance, accounting, or a related field, demonstrating strong analytical and numerical skills.

· Strong analytical and Excel skills with good attention to detail

· Organised and able to work well under pressure

· Ability to manage differing (sometimes competing) priorities

· Energetic, inquisitive nature and appetite to understand the business beyond the numbers

· Desire to progress within 2-3 years





Role Metrics
	For line manager roles only

	Total team size
	
	Direct/Indirect reports
	

	Budget responsibility
	
	capital/Revenue Responsibility
	

	Organisation Chart
	Please attach
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