Job Description 
Accounts Assistant
Are you an Accounts and Finance All-Rounder who can think on their feet and is willing to learn and be involved in many areas of a busy Finance Team?
	
Intec Microsystems Ltd is a rapidly growing independent I.T organisation with offices in Birmingham (Head Quarters) and Nottingham. Due to consistent expansion we are now looking to recruit an experienced, hardworking, motivated and fully committed individual for our Birmingham headquarters.  

Following our continued growth (T/O increased in 2010 from £20m (2009) to £27m, tracking £34m for 2011) we are now seeking a real finance and accounts all-rounder to join our team in Birmingham. The successful applicant will have broad finance and accounts knowledge and will be looking to develop and build their career in finance. The role will be very varied and involves working closely with all the Accounts team and our Finance Director to strengthen and streamline our credit control and purchase ledger function. The role will also preferably see the applicant assisting with Management Accounts and all Finance reporting requirements. Attention to detail and a strong ability to multi task and think very quickly on your feet are a must. As a growing department the role offers real flexibility and an opportunity for the individual to gain vast Finance experience.
 
As Accounts Assistant you will ideally have a related qualification and/or some in house experience with a proven track record. We operate in a very fast paced IT market so commercial awareness would be an advantage to the successful applicant but not essential.
 
The role reports directly into the Finance Director and involves:
 
• Purchase Ledger. Coding and checking Purchase Invoices and Reconciliations/Payment Runs 
• Helping with Sales Ledger and the Credit Control function working with enthusiasm and tenacity. Cash Allocation and maintaining accurate records. Vetting and checking customer credit applications. 
• Use of many in house systems to present and analyse data
• Assisting with reporting of Financial Information such as European Movement 
• Working closely with colleagues and all other departments 
• Assisting with all reporting and reconciliation requirements

 
Who we're looking for:
 
• Recent relevant experience in a Finance role or relevant qualification
• Enthusiastic and hard working
• Ability to work as part of a motivated and target driven team
• Creativity
• Have strong numerical and literacy skills
• Well organised and flexible
• A positive, can do attitude
• Articulate and excellent telephone manner
• Strong IT literacy
 
[bookmark: _GoBack]Salary Range
 
£14k-£20k dependant on experience
 
If you are interested in working for a fast growing and dynamic organization please apply online.contact: 
- e-mail:recruitment@intecmicros.co.uk
 
Strictly no agencies 
 
 
 



