JOB DESCRIPTION

JOB TITLE:


ACCOUNTS ASSISTANT
EMPLOYER:


BEAULIEU ENTERPRISES LIMITED (BEL)
RESPONSIBLE TO:

FINANCIAL MANAGER and FINANCE DIRECTOR
BACKGROUND:

The BEL Finance Department provides services to many different entities in Beaulieu.  A full accounting (and Company Secretarial) service is provided to the following entities:

*
Beaulieu Enterprises Limited (BEL)
*
National Motor Museum Trust Limited (NMMT)

*
National Motor Museum Trading Limited (NMML)

*
Countryside Education Trust (CET)

*
Vintage Tyre Supplies Limited (VTS)

*
The Owners

*
Beaulieu Settled Estate

*
Beaulieu Chattels Partnership
The above are inter-related but are not under common ownership.   There are seven entities including Limited companies, two charitable trusts, a private estate and a Partnership.  These straddle three different financial and legal regimes.

DUTIES:
*
Purchase ledger for BEL including:
a) Batch invoices, checking coding
b) Input PL invoices
c) Post payments

d)
Supplier statement reconciliations

e)
Set up payment runs
*
Sales Ledger for BEL including:










a)
Raise sales invoices
b)
Post receipts
c) 
Send out statements

d)
Chase overdue accounts

e)
Raise inter-company recharge invoices
*
Cashbook for BEL:

· a)
Post cashbook receipts and payments

· b)
Enter and reconcile bank statements
· c)
Set up electronic bank payments
· d)
Issue manual cheques
· e)
Period end reconciliations
*
Monitor and reconcile inter-company current accounts on a monthly basis prior to ledger closing.
*
BEL period end recharges
*
Period end control account reconciliations
*
Set up new Direct Debits and monthly collections
OTHER
COVER
*
Cashbooks, Sales and Purchase Ledgers are the responsibility of three full time

Accounts Assistants/Clerks.  In the absence of one, the other two will need to

cover as necessary.
*
To assist other Finance Department staff as required

*
To assist with special events at Beaulieu as required
October 2019.
