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	JOB DESCRIPTION

	Job Title:
	Accounting Officer

	Department:
	Finance

	Reports to: 
	Finance Director
	Position Type (i.e. full time, part time, job share, contract, intern):
	Full Time

	Company Summary
The NOTE Basildon Is comprised of two companies (NOTE Basildon Limited and NOTE Prototyping Limited) and is a leading Contract Electronics Manufacturer servicing all sectors of the electronics market.  Based in Basildon, Essex, the group has enjoyed significant success in recent years and is continually growing and investing in its staff, processes and facilities. NOTE Basildon is also part of NOTE AB, a listed-on Nasdaq Stockholm that has also presence in Sweden, Finland, Estonia, Bulgaria, and China. Group sales over the last 12 months were SEK 3,901 million, and the group has approximately 1,500 employees. 

	Role Summary
Due to continued growth within the NOTE Basildon we are now seeking an experienced Accounting Officer to report to the Finance Director.  The role of Accounting Officer will take responsibility for a variety of accounting functions including sales/purchase ledger management and management accounts preparations.

	Key Responsibilities will include:
· Processing and recording transactions for sales and purchase ledger
· Credit control activities and handling client/vendor inquiries
· Providing administrative support to customer service, purchasing and store departments
· Processing credit card and expense claims
· Contribution to the end of month accounts, forecasts and budgets
· Assisting with all aspects of accounts and auditing


	Job Requirements 
· Ideally the successful candidate will be a qualified or part qualified accountant studying towards relevant accountancy qualifications
· 2-3 years experience in a similar role 
· Committed, motivated, organised and have an excellent eye for detail
· Self-motivated and able to prioritise and work on their own initiative 
· Strong interpersonal and communication skills to effectively deal with external stakeholders, coworkers and Managers
· Intermediate or advanced MS Excel skills 
· Previous use of Sage 50 Accounting, IFS Accounting Systems and Access Factory Master highly advantageous

	Additional Notes
Salary range:  £28-30k negotiable dependent on experience.  

Working hours:  Monday to Friday 8.30am-4pm or 8am-1pm.



	Written by:
	

	Date:
	

	Approved By:
	

	Date:
	






………………………………………………………………………………………………………………………………………………………………………
Registered Address: Unit 1 Bentalls Business Park, Pipps Hill, Basildon, England, SS14 3BN.
Company Number: 0466310 – VAT Number: 386 8353 05
image1.png
NTTE

YOUR MANUFACTURING PARTNER




