
 JFSC Official  

 

 
 

 
Role:  Finance Officer 

 

Reports to: Financial Controller 
 

Grade: 2 
 

Purpose of the role:  To assist in providing a financial accounting and support service to the JFSC by 
assisting with the maintenance of receivables and payables balances, credit control 
functions, billing and cash management.  

  
Key Deliverables & Accountabilities: 

› Preparation and submission of journals to the accounting systems, ensuring that all entries are made 
accurately and on a timely basis; 
 

› Assist in the processing of bills and payments; 
 

› Daily and weekly reconciliation of cash and bank balances, including preparation and submission of 
journals to the accounting systems, ensuring that all entries are made accurately and on a timely basis; 

  

› Assist with reconciliation and review of payables and receivables balances on a periodic basis to ensure 
the accuracy of the related ledgers; 

  

› Assist with the production of payables and receivables reports and analyses, detailing and investigating 
issues when they arise; 

  

› Assist the Finance team with the development and implementation of financial and accounting systems 
to ensure that the Commission’s financial affairs are properly controlled; 

  

› Assist with the reconciliation of monthly and year end balances of bank accounts, debtors, creditors, 
accruals and prepayments on an ad-hoc basis when requested by the Head of Finance and the Finance 
Manager; 

  

› Assist with the provision of petty cash and cash cards when required; 
   

› Make the Finance team aware of any identified problems and accounting issues liaising as necessary 
with staff and external parties, preparing refund documentation when appropriate; 
 

› Provide cover for Accounting Officer during periods of absence and high work volumes. 
 

› Other duties and ad hoc projects as required 
 



 JFSC Official  

 

Critical Competencies:  
› Achieving Excellence (Intermediate) 

› Communicating Effectively  (Intermediate) 

› Demonstrates Expertise  (Foundation) 

› Planning and Organising  (Intermediate) 

› Reliability (Intermediate) 

› Teamwork (Intermediate) 
 

Knowledge and Experience: 
› The role holder must be experienced in the use of computer based accounting systems, Microsoft Excel, 

Microsoft Word and ideally Microsoft Navision 

› Practical experience within a finance environment and exposure to organisational finance policies and 
procedures 

› Should be familiar with the processing of financial information (invoices, bank statements etc.) and be 
familiar with creating journal entries for review by managers 

› Hold a basic understanding of accounts and have a basic understanding of the preparation of accounts 
and management information to at least trial balance level 
 

Other Significant Role Requirements: 
› Strong communication skills 

› Good attention to detail 

› A focused, disciplined and analytical approach to work 

› Self-motivated, with the ability to work on their own and as part of a team 

› High level of drive and personal commitment to success 

 
 


