	JOB DESCRIPTION 


	Job Title:  Accounts Assistant 

	Job Holder:  Vacant

	Job Location:  Holy Cross Diocesan Offices, Clonliffe Road, Dublin 3


	Reports to:  Financial Controller



	JOB PURPOSE:  Briefly describe the overall purpose or function of the job

	Reporting to the Diocesan Financial Controller, the role involves transaction processing, administrative and reporting duties. The main responsibilities are to maintain the ledgers of the restricted and unrestricted funds to ensure accurate and timely reporting to management and key stakeholders. In your role, you will be required to work closely with the other Accounts Assistant and the Financial Controller to assist in assuring that all deadlines are met. 


	PRINCIPAL ACCOUNTABILITIES / RESPONSIBILITIES:  In a series of brief statements describe the principal accountabilities of the job, i.e. specify activities and end results.

	
	Purchase Invoices
	· To ensure purchase invoices for the funds allocated to you are entered correctly onto Accounts IQ ledgers when they are received.

	
	Approval Process
	· Send these purchase invoices to be approved by the appropriate person in a timely manner. Follow up on the authorisation to ensure it has been included in the next payment run and paid in a timely manner. Work with AIQ to implement their automated purchase invoice approval system.  

	
	Delivery Docket
	· Where a purchase order is available and or a delivery dockets, reconcile to the invoice to ensure a ‘three way matching’ system is in place. 

· Investigate any discrepancies. 

	
	Cash flow
	·  Prepare a monthly report with the current account balances for the Financial Controller. 


	
	Payments & Subventions
	· Ensure that payments that you are responsible for are made in line with the appropriate credit terms and timeframes.  The payments and subventions need to be prepared for the signatories in a timely manner to ensure that they have adequate time to review and approve the payments (see below for timeframe). 
· Electronic Fund Transfers - should be dated the Friday of every week to meet the payment process deadline.
· Creditor payment runs – Should be dated every Friday. You will need to do creditor payment runs for every fund at least twice a month. This will be on a rotating week on week off basis. Where possible payment dates should be aligned with the approval of the salaries and priest payments in order to make the payment process efficient. 
· Subventions – Should be dated for payments the third of every month.
All payments should be completed for the signatories by the close of business on the Wednesday of every week to ensure adequate time for review and approval of the payments.



	
	Remittance Advices
	· Remittance advices and or emails should be sent to the supplier or beneficiary advising them of the payment on a timely manner. 

· Please ensure all remittances are emailed by the close of business on the Friday of the week that they are prepared. 



	
	Lodgements
	· Prepare the lodgements that you are responsible for and enter all cash and cheques received on to AIQ as they are received. Ensure that the physical lodgements are lodged to the bank by the Friday of every week. 
· Respond to any bounced and or returned cheques from the bank.


	
	Direct Debits
	· Retrieve all direct debits 



	
	Special Collections
	· Follow up on all special collections in a timely basis. Prepare a report comparing the collection per parish comparing it to the previous year. 

· Investigate any anomalies.

· Follow up with parishes any outstanding collections by telephone call and follow up by email with any parish who has not submitted their collection on a timely manner and ensure all income is received in plenty of time before the year end. 

· Ensure that the special collection is transferred to the recipient within one month of the date of collection.

· Identify and post all special collections 



	
	Parish Collections (Share collection)
	· Upload the Share collection lodgements that have been received in the (Share Fund) current banks.

· Review the collections report regularly and contact and parishes that are outstanding a collection in any given week. Follow up with parishes until the collection has been received. This should be done at least twice a month.
· Make physical correction on the system e.g. post journal to split collection if two weeks have been lodged together.

· Identify and accrue any income that has not been lodged to ensure that it is recorded in the correct accounting period.

· Follow up on outstanding and unusual collections on a weekly basis. 

· Prepare reports on trend analysis of the collections.  

· Follow up on all outstanding collections on a timely manner and ensure all income is received in plenty of time before year end.  



	
	Bank Reconciliation Process 
	· Your bank account reconciliations should be completed by the 5th working day every month to ensure adequate time to review and report on the restricted and unrestricted funds.

· The bank reconciliation report should be given to the Financial Controller on the 5th working day of any month, or before.



	
	Balance Sheet Control Account Reconciliation 
	· The balance sheet control accounts should be reconciled on a monthly basis and should be completed by the 10th  working day of every month to ensure adequate review and reporting on the restricted and unrestricted funds.

· A monthly summary of a list of accounts reconciled should be provided to the Financial Controller by the 10th working day of the month.



	
	Inter Fund Accounts
	· Reconcile all inter fund balance sheet accounts on a monthly basis and complete the inter fund report for the Financial Controller to review.

· Prepare a list of inter fund payments to be made to clear down the inter fund balances for the Financial Controller to review, on a monthly basis.
· (Work closely with the other accounts assistant as they will need to prepare the payments from your list of required inter fund payments). 



	
	Petty Cash
	· Reconcile and post onto AIQ the petty cash on a monthly basis.



	
	Accruals and Prepayments  
	· Post accruals and prepayments journals as advised by the Financial Controller to AIQ system for the year-end accounts and quarterly management accounts. 



	
	Creditors and Debtors Ledger
	· Maintain creditors ledgers and debtors ledger where required and review the aging of these creditors and debtors on these ledgers and act accordingly.



	
	Creditor Statement Reconciliations
	· Reconcile creditor statements to the diocesan records to what is on the accounting system.



	
	Recharges 
	· Send recharge invoices prepared on AIQ to parishes and third parties on a timely manner. Follow up all recharges by telephone call and follow up emails. All recharges should be received 30 days after the invoice has been sent and actively followed up on until received. 

· Is all yearly charges by the 31st January every year.



	
	Trial Balance
	· Post the relevant postings to bring ledgers to trial balance stage, accruals, prepayments deferred and accrued income. 



	
	Stole Fees
	· Ensure that the Common Fund portion of the stoles fees have been submitted from parishes to the Common Fund. Follow up with parishes on any outstanding portions that are due to the Common Fund.

· Investigate any discrepancies and actively follow up on any outstanding stole fees due to the Common Fund. 

· Ensure that the Common Fund portion of the Stole Fee is accurate.

· Accrue any stole fee income that has not been received by year-end to ensure that it is recorded in the correct accounting period. 

· Prepare a stole fee summary report for management and the Common Fund Committee. 



	
	Supply Payments
	· Review the supply payments that are due back to parishes every six months.

· Investigate any unusual payments and ensure that any refund is in line with the Common Fund Management Committee Policy.

· Work with AIQ to automate the supply payments process.



	
	‘Living the Joy of the Gospel’

Fundraising Initiative
	· Reconcile each of the Living the Joy of the Gospel bank and control accounts monthly.

· Ensure distributions are paid to the parishes, lay ministry & clergy support quarterly.

· Retrieve the pledged direct debits on a timely manner. 

	
	System Improvements
	· Liaise with AIQ to ensure that the automated approval process is introduced in an efficient and timely manner.



	REPORTING FRAMEWORK:
	
	

	
	Month End
	· Ensure all your monthly tasks and reports are completed by the required dates mentioned above to ensure accurate and timely monthly reporting. This is to include all bank reconciliations and balance sheet control accounts being reconciled on time.

· Ensure recharge invoices and statements are sent on a monthly basis and actively followed up.

· Support the Financial Controller with reporting. Investigate and analyse any variances as requested. 

 

	
	Quarter End
	· Assist the Financial Controller with relevant information for the preparation of management accounts every quarter for the finance committee. The dates set out above need to meet in order to ensure the Financial Controller can do accurate and timely reporting to the key stakeholders. 

· Assist the Financial Controller with the with variance analysis for their budget reporting.


	
	Year End
	· Assist the Financial Controller with the year-end process.

· Deal with any auditor queries in a timely manner. 

· When the Financial Controller is preparing the yearly budgets assist with variance analysis as requested.



	
	Other
	· All other duties and ad-hoc tasks as required.



Note:

The above contains the main outline of duties and tasks to be performed. However it is not exhaustive it is inevitable that tasks may arise which do not fall within the remit of the above main list of duties. Also as processes are reviewed in the Finance Secretariat your tasks and responsibilities may change. Staff members are therefore required to respond with a flexible attitude and approach when ad hoc tasks arise which are not specifically covered in their job description.  Should an additional responsibility become a regular part of your job, the job description will be amended to reflect this. There is a small number of staff working in the Finance Secretariat on the Diocesan funds and commitment and team effort will be required to implement the processes and to meet reporting requirements.
	KEY STAKEHOLDERS RELATIONSHIPS

(You are expected to work closely and professionally with the key stakeholders listed below)



	Internal
Financial Administrator/General manager

Head of Finance

Financial Controller

Accounts Assistant 

Other Finance Secretariat staff
Diocesan staff members
Archbishop and Trustees

	External

Priests

Parish Secretaries
Parish Finance Committees

Diocesan Finance Committees 

Diocesan Investment Committee

Diocesan Audit Committee

Investment Advisors (currently AON Hewitt)

Health Insurer (currently VHI)

Pension Administrators (currently Invesco)

Diocesan Auditors (currently PWC/Mazars)

Internal Auditors (currently Crowe)

Software provider (currently Accounts IQ)


	KNOWLEDGE

	Accounts book keeping.

Qualified accounts technician 

Keep up to date on any changes in legislation and the budgets in order to implement the changes in the staff salaries to ensure that they are correct. 
	


	BEHAVIOUR


	Organisational knowledge
Strong Interpersonal and communications skills

Customer Service focused

Team player

Flexibility/Adaptability and a willingness to take initiative

Keen to learn

Ability to prioritise and multi task

Committed.


It is expected that you will continue to work towards improving current systems and processes that are in place and to take the lead in working closely with our accounts provider to implement such changes.
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