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Management Accounts Assistant













Reports to: Management Accountant

Job purpose
 

Job description
Job title: Management Accounts Assistant

Hours:

Salary:

Location:

Contract:

37 hours per week

£29,900 per annum

Northampton

Permanent

Support the Management Accountant by
assisting with the preparation of
Management Accounts. Assist in the
preparation of quarterly accounts with
MNDA (Sales). Assist in any other ad-hoc
duties as required by the Management
Accountant. 
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Main responsibilities
 – Assist with the preparation of the quarterly

management accounts and commentaries for
MND (Sales) Ltd. 

– Maintain Fixed Asset register of Motor
Neurone Disease Association.

– Balance Sheet account reconciliations for
both MNDA and MND (Sales) Ltd.

– Sales invoice production/ credit control.

– Bank cheques received weekly from
fulfilment company relating to MND (Sales)
Ltd.

– Assist with external and internal audits.

– Provide cover as required for team
members.
 
– Undertake any other task relevant to the job
purpose and ensure that all functions
performed reflect the Associations mission
and core values.
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Essential criteria
 – Studying AAT or suitably qualified by

experience within a finance environment.

– Ability to engage non-Finance budget
holders.

– Intermediate knowledge of Excel.

– The Association utilises the following IT
systems: Microsoft Office; Microsoft
Dynamics GP; Qlik reporting 

– Good communication and organisational
skills 

– Excellent written and verbal communication
skills, with the ability to influence at all levels.

– A self-starter mindset: proactive, resilient,
and motivated to build new opportunities from
scratch.

– Strong IT skills; experience of Dynamics or
similar CRM desirable.

– Highly organised, able to prioritise effectively
and work collaboratively across teams.
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