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JOB TITLE:			Finance/Membership Assistant

LOCATION:			Regional Office

HOURS OF WORK:		32.5

RESPONSIBLE TO:		Finance Officer

GRADE:			3


MAIN DUTIES:

· To support the Regional Finance Officer with the administration processes & applications within the Finance/Membership Department

· To provide Cover with the above in the Absence of the Finance Officer.

· Liaise with other departments, offices regarding the above




SPECIFIC DUTIES:

· Processing Invoices, Expenses, credit and debit card payments, Regional funds

· Booking travel & hotel accommodation for organisers and lay delegates

· Support Finance Officer with Branch Accounting

· Processing membership application forms for direct debit check off and cash paying members.

· Updating and maintaining membership data and ensuring accuracy of the data 


· Dealing with membership telephone and personal visits enquiries and dealing with in a polite courteous and efficient manner.

· Generating a variety of membership correspondence including membership cards and welcome packs, direct debit letters to members and letters to banks concerning invalid addresses.


· Dealing with on- line and telephone Joiners and efficiently administering the process

· Providing reports and statistical information to the Region


· Processing cash ledgers and filing appropriately

· Preparing & Administering Retention initiatives


· Setting up new workplaces and attaching income


· Attaching and detaching post holders as per balance sheet

· Processing all regional benefits & Services including Funeral, Accident, 
Sick & accident, Road Traffic benefits.


· Administer Regional refunds and liaise with Finance department.

· Generate, update and process Regional activity reports


· Provide training, help and advice to colleagues, new employees when required


ADDITIONAL DUTIES

· Order Stationery & cleaning supplies for Region

· Provide additional Administration cover to other departments when required in cases of absence and where workload dictates

· Use all office equipment provided in a safe and correct manner and ensure sufficient stocks of stationary are maintained


· Provide Reception cover when required

· Scan all Membership documents to server


· Work as directed by the Regional secretary within the terms & conditions commensurate with the current grade
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