	POST TITLE
	ASSISTANT CASHIER

	DEPARTMENT
	FINANCE

	REPORTING TO
	HEAD CASHIER

	RESPONSIBLE FOR
	None

	GRADE
	


FOR MATERNITY COVER : for a minimum of 9 months with a possible extension to 12 months
	JOB PURPOSE

	To provide assistance to the Head Cashier for the maintenance of the Club’s banking and cash records and systems. The post also involves some accounts preparation for 2 small entities and the keeping accounting records for 2 of the Club’s operations. 


	KEY TASKS

	Cashier
· To process cashbook payments using BACs, CHAPS etc

· To prepare the Club’s bankings

· To post receipts to the cashbook and general ledger and agree to the bank records 

· To ensure the prompt banking of cash received

· To process cheque requisitions and refunds 
· To maintain and control the Club’s petty cash system and disburse cash in accordance with the Club’s regulations
· To maintain the Club’s credit card banking records with regular reconciliations

· To deputise for the Head Cashier in their absence

Accounting work
· To maintain the accounting and stock records of two of the members societies
· To prepare management information for the Club
· To maintain the accounting records and produce reports on a regular basis for 2 small Club operations 
· To prepare the year end Financial Statements of two entities; one a Charity and one a Company Limited by Guarantee 


	MINIMUM QUALIFICATIONS AND EXPERIENCE

	The Post Holder is required to have an “A” level education with a minimum 3 years experience working in an accounts office. It is desirable that the Post holder has worked in a similar post previously.


	SKILLS AND EXPERIENCE – Essential

	· To have an intermediate level MS Office skills particularly Excel and Word

· To have a good understanding of basic accounting principles including double entry book-keeping

· To have experience working as a Cashier using electronic banking systems 
· To have good verbal and written communication skills 

· To be able to work accurately and efficiently


	SKILLS AND EXPERIENCE – Desirable

	· To have a recognised accounting qualification

· To have advanced level Excel and Word skills   
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