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JOB TITLE:

	
Cash Allocation Assistant


	
NAME OF JOB HOLDER:

	


	
BUSINESS ENTITY:

	 
SIG Plc

	
JOB HOLDER’S MANAGER:

	
Cash Allocation Manager

	
BASE LOCATION:
	
Swan House, Sheffield

	
HR REFERENCE:
	
This is the TW coding and the pay family that we will link the role to 

	

	
1) OVERALL PURPOSE OF THE JOB – why does the job exist

Cash allocation is a critical element of the UK finance shared services team, processing cash receipts from customers, allocating cash to customer accounts and investigating any unallocated items.
The Cash Allocation Assistant has responsibility for processing cash receipts on to the financial systems, allocating those receipts against customer balances and discussing unallocated payments with customers and credit control teams.


	[bookmark: _GoBack]2) REPORTING RELATIONSHIPS – reports to which role? Manages which role(s)? Peer relationships, Attach    Organisation Chart

Internal SSC relationships
Credit control teams
Internal customers
OpCo finance teams
Sales teams
OpCo's and Branch network
External customers
Customers


	
3) KEY RESPONSIBILITIES

Customer focused
Build relationships with key customers within the business (OpCo finance teams, Collections, OpCo local management)
Right first time approach to delivery of transactional activity
Resolve customer issues as they arise
Driving business performance
Proactive approach to problem solving escalating problems to the business and team manager at the right time
Efficient and effective service
Efficient processing of cash postings, expense reclaims, petty cash, company credit card and AP payments in line with defined processes and procedures
Continual process and system improvements to streamline activities and increase accuracy of results
To carry out any reasonable duties and responsibilities within the overall cashiers function as requested by line management
Developing our teams
Participate in the annual performance appraisal process
Discuss any training requirements with team leader
Be proactive and willing to take on additional responsibilities where appropriate
Safeguarding the business
Ensure standard working practices and procedures are followed
Complete the bank reconciliations/cashbook postings on a daily basis
Maintain adherence to data protection rules and regulations

	
4) JOB DIMENSIONS / SCOPE: Operating Budget? Staff size, other key metrics, Direct/Indirect reports

Part of a team of X FTEs, reporting to the cashiers manager, the cashier is responsible for carrying out the transactional activity within the department.  

Participate in Continuous Improvement (CI) reviews
Responsible for identifying and raising issues when they come to notice
Participate in undertaking structured problem solving where appropriate


	
5) KNOWLEDGE / SKILLS / EXPERIENCE REQUIRED

Experience of working within cashiers processes
Adaptable, self-motivated and strong team player.
Ability to meet tight deadlines, prioritising work and organising time accordingly
Articulate and able to communicate effectively 
Strong numeracy skills with a high level of accuracy and attention to detail
Basic understanding of Microsoft Office applications particularly Word, PowerPoint and Outlook
Intermediate level of Excel skills
Understanding of accounting systems, ideally Kerridge
5 GCSEs at A* to C or equivalent, including English and Maths

	
6) RELATING TO PEOPLE INTERNALLY

OpCo finance teams
OpCo's and Branch network
Employees
Other central functions (e.g. Fleet, HR, IT, Property etc.)

	
7) RELATING TO PEOPLE EXTERNALLY

Bank

	
8) COMPETENCIES / CAPABILITIES – list Competencies/Capabilities for the role & functional / technical skills that are key to the role

The following have been selected from the finance competency framework as key to the role:

1) Personal and behaviour
2) Customer service
3) Ledger management
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