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Job Title:				Finance Assistant 
Responsible to:			Finance Manager
Hours of work:			15 per week, over two days
Salary:		£14.50 per hour
Staff Responsibilities:	None 
Location:	Units 1 & 2 The Ropeworks, Whipcord Lane, Chester, CH1 4DZ

At Vision Support, we are on an exciting journey as we modernise and streamline our internal financial operations, ensuring our systems are as forward-thinking as the services we deliver. Our mission is simple: to create a finance function that is efficient, transparent, robust, risk adverse, and ready to support the Charity’s growth for years to come. We believe in empowering our people with the right tools, processes, and support to do their best work and we are looking for someone who can assist the Finance Manager with the Charity’s day to day controls and procedures to ensure that all regulations are adhered to and reporting is accurate. 

The Impact You'll Make
As the Finance Assistant, you’ll support the Finance Manager in the day-to-day finance operations including setting up and embedding a brand-new finance system that will transform how we work. You’ll be helping our Finance Manager to ensure data is accurate, processes are smooth, and system are utilised to support our day-to-day operations. Your work will directly impact how quickly and effectively we can make decisions, manage budgets, and serve our Charity.

What You'll Do
· Assist the Finance Manager with day-to-day financial operations and procedures. Checking that procedures are followed and adhered to, reducing financial risk and exposure. 
· Carry out finance tasks such as procurement and income processes, data inputting, following financial procedures, electronic recording, reconciliations, payroll, reporting, and end of month and year processes.
· Support the implementation of our new finance system, from data migration, testing, go-live, and training / supporting nonfinancial staff members
· Assist in cleansing, validating, and transferring financial data from existing systems.
· Under the supervision of the Finance Manager create simple user guides and checklists for the wider team with training and support. 

The Finance Assistant must be prepared to multi-task as they will be expected to work on multiple administrative projects at the same time. Some of their main responsibilities include:
· Assisting with procurement processes.
· Assisting with income recording.
· Reconciling bank statements. 
· Analysing Accruals and Prepayments. 
· Preparing Journal entry.
· Assisting with Payroll processes.
· Checking, tidying up, and updating ledgers.
· Scanning, filing, and logging account documents.
· Assisting in updating computerised accounting systems.
· Assisting with VAT and Auditing processes.

What You'll Bring
· Previous experience in a Finance Assistant or similar role, ideally with exposure to system changes or upgrades.
· Strong attention to detail and accuracy when working with financial data.
· Confidence using finance software (e.g. Sage, Xero, QuickBooks, or similar) and advanced Excel skills.
· Excellent organisational skills and the ability to manage multiple priorities during busy financial periods.
· A proactive, problem-solving mindset and the confidence to suggest improvements.
· Strong communication skills to work effectively with both finance and non-finance colleagues.
· A strong understanding of the basic financial principles that dominate the industry is essential for all applicants. 
A successful Finance Assistant candidate will also have various prerequisite skills and qualifications such as a university diploma or college course including AAT Levels 1, 2, 3, and/or 4.

Why You'll Love It Here
· Be part of a high-impact project that will shape the future of our finance operations.
· A supportive team environment where your ideas and input are valued and encouraged.
We are an equal opportunity employer and celebrate diversity. We encourage applications from all backgrounds and experiences.

Join Us
If you’re ready to roll up your sleeves and help us build a finance system that works smarter, not harder, we’d love to hear from you. Send us your CV and a short note about a time you helped improve a process or system - you might be exactly who we’re looking for.

Excellent Benefits including Employer Pension Contribution, Annual Holiday Entitlement (26 Days plus 8 Bank Holidays (prorated))

General/Additional Information:
· The post holder is expected to follow Vision Support’s Policies and Procedures.
· It is not possible to cover all the potential responsibilities in the job description therefore there is an expectation that the post holder will cover tasks not specifically covered within their job description.
· Vision Support is committed to training and development. Awareness training will be given. Ongoing training, formal and informal will be part of the role.
· Applicants are advised that contact with guide dogs may be necessary within the workplace.
· This post is subject to a DBS check and satisfactory references.

Please note, we reserve the right to close this advert early should we find a suitable candidate.
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