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	AJ Mackaness

	Assistant Accountant

	Part Time (4 days per week). 12 Month Fixed Term Contract

	Job Description



About A J Mackaness

The A J Mackaness Group is a family-owned group of property investment companies based at Great Billing near Northampton.  We own various mixed occupation properties mainly in the Northampton area, including retail, office, and food use as well as residential developments.  

The team carry out property management, tenant management, tenant searches, accounting and banking, family tax administration and development planning.  We also own a small farm and run a pension scheme that owns and runs a large independent ‘retail village’, both located just outside Northampton.  

We are a small and friendly team of 6 consisting of a Director/Owner, Property & Facilities Manager, PA to Director, Property Maintenance Assistant and you, our Finance Administrator.

Benefits

· Discretionary bonus scheme 
· Electric Vehicle salary sacrifice scheme 
· Pension salary sacrifice scheme 
· Private Medical 
· Income Protection 
· Hybrid working 
· Employee Assistance Programme 
· Annual £200 personal growth fund 
· Paid volunteering days 

About the Role

Key Responsibilities: 
· Running a daily banking report for all companies
· Posting direct debits, standing orders, nominal ledger invoices and payments onto Sage
· Approve purchase payments and process petty cash payments (and receipts) as required
· Weekly bank reconciliations for all companies 
· Processing monthly payroll (11 staff)  
· Produce intercompany invoices  
· Check and post monthly recurring accrual journals for all companies 
· Produce and post monthly journals for payroll and petty cash 
· Review nominal codes to ensure accurate posting of invoices
· Monthly bank reconciliations for all companies
· Payment of monthly intercompany balances.
· Monthly analysis and reconciliation of balance sheets 
· Produce monthly management accounts
· Reconciliation and issuing of VAT returns on a quarterly basis
· Production of annual accounts and reports for submission to auditors
· Annual returns to HMRC- P60 and P11D’s
· Production of charity accounts for submission to auditors and submission of annual return to the charity commission
· Production of accounts for submission to auditors for annual tax assessment 
· National Statistics annual returns
· Inputting purchase ledger invoices from all suppliers 
· Pay out all purchase ledger invoices for suppliers via BACS on bank or allocate DD instructions
· Run bank transactions and post purchase ledger / sales ledger payments
· Process all monthly tenants’ sales ledger rental invoices Produce and email all tenants monthly electricity invoices and other utility invoices such as broadband charges when required
· Monitor aged debtors/ liaise with customers to ensure prompt payment and supply with statements/letters accordingly
· Respond to any ad hoc customer queries regarding their accounts 
· Update tenancy contracts as required
· Update Rent schedules and monitor when lease dates are due for renewal and expiry
· Run aged debtors report for Directors when required and produce for monthly meetings
· Liaise with site managers to assist with any updates/ requirements regarding suppliers and tenants 
Eligibility Criteria
Successful candidates will need to be able to demonstrate the following experience, behavioural competencies, and our Company values:

	Experience and skills
	· Prior experience of working within a similar varied accounts role
· Excellent administrative skills
· Prior experience of SAGE

	Competencies
	· Strong communication skills: both verbal and written
· Organised
· Proactive
· Able to use own initiative



Performance Criteria

Your performance will be assessed against your key responsibilities, behavioural competencies, and our Company values. 

This job description may not have all potential tasks listed and additional tasks to fulfil your role requirements may be asked of you. This job description should be used as a guide as to the content of your role. Any significant changes to your job description will be agreed by both parties. 
The Recruitment Process and How We Will Use Your Data

The recruitment process will involve obtaining information and/or exchanging it with the following organisations to assist with our pre-employment checks prior to interview. 

· Credit Reference Agencies – to complete a soft credit check to understand your financial history
· CIFAS – to check both National and Internal databases for fraudulent activity. The personal information we have collected from you will be shared with Cifas who will use it to prevent fraud, other unlawful or dishonest conduct, malpractice, and other seriously improper conduct. If any of these are detected, you could be refused certain services or employment. Your personal information will also be used to verify your identity. Further details of how your information will be used by us and Cifas, and your data protection rights, can be found  https://www.cifas.org.uk/fpn.

To complete these checks, you will be asked to provide your address history for the past six years, along with your full name and date of birth. 

We may also ask for proof of your right to work status or evidence of any qualification or experience prior to being offered employment. Further information on how we collect and use your data during the recruitment process can be found in our Recruitment Privacy Policy.
A J Mackaness is an equal opportunities employer, and we understand that in order for some candidates to perform their best they may need some reasonable adjustments. If we can make your application journey with us more suitable for you, please do let us know and we will endeavour to help.  
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