[image: image1.png]DIGNITY

RESPECT
INCLUSION
VISION

YOUR LIFE, YOUR WAY | EMPOWERMENT





JOB DESCRIPTION
Job Title:

Assistant Accountant
Report to:

Finance Manager
Responsible for:
N/a
Job Summary
The Assistant Accountant is responsible for assisting the Finance Manager (and Head of Finance and Payroll) with the provision of an effective and professional finance service, including the annual budget setting process, management accounts, year-end accounts and external audit. Ensuring compliance with accounting regulations, policies and meeting the needs of individuals supported by Drive.  
Responsibilities:
Finance 
· Contribute to the overall financial operations of Drive, including budgeting, forecasting, financial planning, and reporting.
· Collaborate with internal teams to provide financial insights, support decision-making processes, and contribute to Drive’s strategic planning.
· Monitor and analyse financial performance compared to budget and forecast.  

· Assist with business partnering and identify areas of focus for financial sustainability.
· Provide budget holders with financial information and detailed spend/income analysis.
· Support the operational team to manage the finances of the people supported by Drive.  Ensure that the service is person-centered.
· Assist in the preparation of Drive’s management accounts and quarterly forecasting to monitor the actual income and expenditure compared to budget.

· Assist in the preparation of the annual service charge accounts.

· Assist in the costing analysis for tenders – working with the operational and People teams to produce detailed costing analysis.

· Contribute to the financial elements of Drive’s fundraising activity, monitoring, and reporting the performance of income and expenditure compared to the budget.

· Assist with the preparation for Drive’s external audit and statutory accounts.

· Assist in compliance with relevant financial regulations and guidelines, both internally and externally.

· Contribute on all finance policies ensuring they are relevant, follow best practice, safeguard the finances of the people supported by Drive and comply with all relevant legislation.

· Maintain adequate accounting records to meet all legislative requirements.
· Contribute to the planning and management of Drive’s tax liabilities under current and proposed legislation.
· Liaise with external stakeholders, such as auditors, banks, and local authorities, to ensure smooth financial operations and compliance.

· Stay up to date with the latest developments in financial regulations and best practices, implementing necessary changes and improvements as required.

General

· Provide ad-hoc support to projects across Drive as required.

· Undertake training and continual professional development.
· Ad-hoc requirement to work outside normal hours, travel to events and other Drive offices/houses.  Some of these may require an overnight stay.

· To promote the Welsh language and ensure compliance with the Welsh Language Act.
· Ensure all activities undertaken are conducted to the highest standards of integrity and professionalism in accordance with policies and procedures and compliance of the Equal Opportunities, Safeguarding, Confidentiality and Data Protection policies.
· Undertake mandatory Health and Safety training when needed.  Be aware of the post holder’s responsibilities under the Health and Safety at Work Act and other safety regulations and ensure safe working practices and procedures are always adopted.  
· Help in the retention of best practice such as Investor in People.
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