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JOB DESCRIPTION

JOB TITLE: 		Finance & Payroll Assistant
DEPARTMENT: 		Finance  
LOCATION: 		The Piece Hall, Halifax 
HOURS: 			Full Time (37.5 hours) – on site 
CONTRACT: 		Permanent 
REPORTS TO: 		Finance Director

PURPOSE OF THE JOB
Reporting to the Finance Director, the Finance and Payroll Assistant provides day-to-day transctional finance and payroll support ensuring that the financial processes are timely, accurate and compliant. The post holder will support all aspects of the finance function for The Piece Hall Trust and will contribute to the realisation of the organisation’s goal of The Piece Hall becoming a world class heritage, events, retail, food and drink destination.

Your responsibilities will include
· [bookmark: _Hlk481409694]Payroll
· Purchases and payment of suppliers
· Banking and cash
· Sales, income and credit control
· [bookmark: _Hlk481410180]Year end accounts and audit support

KEY DELIVERABLES/ACCOUNTABILITIES
Payroll
Prepare payroll data for two companies (Piece Hall Trust and Enterprises) to send to a third party payroll company. 
Processing overtime payments, holiday payments, sickness pay, and advances where necessary. 
Review and process staff reimbursement and expense claims.
Work with HR to ensure payroll records are accurate. 
Support the Management Accountant and Finance Director with analysis of payroll 

Purchases and payment of suppliers
Ensure all purchases invoices are correctly input on to the accounting system with accurate coding and VAT treatment.
Ensure that goods are ordered in accordance with agreed purchase order and approvals procedures.
Preparation of supplier payment reports.
Regular reconciliation of supplier statements
Manage supplier queries. 

Banking and cash
Responsible for daily reconciliation of the banking receipts and accurate allocation of income and expenditure 
Reconciliation of cash and card receipts from the Visitor Centre and F&B outlets ensuring accurate allocation
Counting and banking money from donation boxes and other donations.

Sales, income and collection of money
Create, send, and follow up on sales invoices
Collection of money and credit control

Year end accounts and audit support
Suport the Finance Director and Management Accountant by providing audit data relating to the above duties. 

LINE MANAGEMENT 
No responsibility for staff.

N.B. The Piece Hall Trust expects all staff and volunteers to maintain and demonstrate a very positive and supportive attitude to the organisation and to all colleagues at all times, and we consider this to be the key “behaviour” that is applied to all other requirements of all posts. 

Please note: 
· This job description is not exhaustive and amendments and additions may be required in line with future changes in policy, regulation or organisational requirements, it will be reviewed on a regular basis
· You may be required to work additional hours in order to support the needs of the organisation. Where this is the case reasonable notice will be provided where possible. This will not be paid but time off in lieu will be agreed in advance with your line manager. 
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