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Job Description

Job Title: 		Rent & Finance Officer

Responsible to: 	Finance Manager


Main purpose of the job:

· To ensure effective operation of the Rent Ledger.
· To work within allocated area of responsibility and as part of the team to deliver the rent and service charge setting and service charge reconciliation process.
· Responsible for reviewing the processes and procedures over purchases and payments.
· To ensure the timely invoicing of monthly/quarterly billings to HMOs.
· Contribution to year-end procedures by completion of year-end bank and rent reconciliations.
· To assist the Finance Manager with the monthly Management accounts and year-end audit process, mainly with accruals, prepayment and cash forecasting..



Key tasks:

· To run the weekly and monthly rent debits postings on CRM.
· To input on to the rent ledger all rent receipts, including Housing Benefit, Universal Credit, Barclays card payments, all pay and Standing Orders. Ensure that payments are allocated to the correct resident and rent account on CRM.
· To input other rent or cash adjustments, HB overpayments, balance transfers and rent debit / void adjustments to correct any misallocations or errors by working closely with the Finance Manager and Housing Officers.
· To post and reconcile the rent debit and credit postings from CRM to NAV.
· Prepare month end bank, all pay and Barclay card reconciliation for review by the Finance Manager.
· To contribute to the annual rent review, including preparing rents for upload, uploading of rent increases, and ensuring that rent information is in the correct format for mail merge.
· Day to day processing of accounts payable transactions to be carried out with a high level of accuracy to ensure that the purchase ledgers are maintained in an effective, up to date manner. 
· Registering the purchase invoices by matching invoices with PO’s and circulating them to agreed authorisers for approval; when returned, post them to the appropriate nominal code.
· Active liaison with approvers to ensure a smooth approval process.
· Arranging BACS, faster payments to suppliers within agreed or imposed credit terms monthly.
· Timely posting of payment details to the accounting system. 
· Dealing with all queries relating to invoices, credit notes from the suppliers.
· Reconciling supplier statements.
· Monitoring the finance mailbox 
· Raising sales invoices for HMOs and 17 London Road (Office Premises).
· Ensuring credit card statements are emailed every month to the relevant staff and making sure the credit card returns have been received along with the relevant receipts.
· Posting the month end journals.
· Other responsibilities than those described above may be required to be undertaken from time to time and will be expected to be performed to as long as it is within the capability and level of the position.


Health and Safety:

· To be aware of and comply with the association’s Health & Safety policies and procedures that may from time to time be in force. Help to ensure that procedures relating to safety on the estates and personal safety are strictly enforced.

Generally:

· To liaise with tenants, staff and partners in a warm, professional and friendly manner.
· To undertake any other duties as my from time to time be necessary including covering for other staff in order to facilitate the smooth running of the association.
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