ROLE DEFINITION

Treasury Assistant
	Main Purpose

	Responsible for ensuring the companies bank accounts are managed on a daily basis in such a manner as to maximise the financial benefits, minimise interest cost and maintain the integrity of the financial statements.  


	The job is part of the financial operations team and integral to the internal working of the processes ensuring all cash movements are accounted for. 

	Key Tasks

	· Downloading of previous day’s bank transactions and circulation to relevant parties

· Completion of daily cash spreadsheet, utilising and maintaining forecasts
· Settling up over the different bank accounts to ensure the Joint Venture accounts are managed effectively
· Placing monies on deposit as necessary both overnight and longer term to maximise the return on deposits
· Posting transactions into the financial accounts

· Manage the daily cash forecasting processes in order to maintain and understand the future commitments and needs of the business
· Monitor in detail cash movements for top 50 customers accounts

· Allocation of all receipts and banking of cheques received

· Control of weekly BACS and cheque runs
· Ensure Payroll BACS runs are processed on time
· Control the preparation and processing of Manual cheques and Electronic payments to agreed timescales and controls 

· Review and actioning of audit/control reports such as duplicate payments, debit balances and master data amendment reports.
· To ensure all payments are allocated against the general ledger postings to prevent duplicate payments arising.
· To create and maintain detailed “Direct Debit / Standing Order” register to ensure that no DDs or SOs are wrongly taken by suppliers
· Propose and deliver process/payment cycle improvements as identified

· Ensure Petty Cash requests are controlled, authorised and nominal accounts reconciled

· Ensure any Debit Balances are investigated and recovered
· Provide cover for the Treasury Team Leader during leave or periods of high workload.
· Support and manage the workload to ensure process targets and timescales are consistently met 
· Any other adhoc duties


	Person Specification/Skills

	Key attributes for this role are:
· Accuracy in data input
· Logical and flexible approach

· Ability to work and manage tight and demanding timescales to ensure daily timetables are met
· Good communication skills, written and verbal
· Intermediate Excel User


	Responsible to

Treasury Team Leader


