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	Job Title
	Finance Assistant - Property
	Department
	Finance

	Reports To
	 [Group Accounting Manager]
	  Level 
	[7]
	Location
	Wakefield



Job Purpose - Overview
	Provide a brief, four-sentence description of the role, what success in the position looks like, and how it fits into the company or organization overall. Consider overall delivery, risk, decision making authority. 

	The key focus of this role is to manage data, contract and payment administration in respect of our property portfolio, ensuring our systems are adequately maintained and up to date so that all lease contracts are properly accounted for and all associated payments are made accurately and on time.
Reporting to the [Group Accounting Manager] in our central Corporate Finance and Shared Services team and working closely with the Property department, you will have the opportunity to support the wider team and progress your own career and personal development


Key Accountabilities
	Outline the types of accountabilities that are attributable to the role. Provide a concise bullet point list of the responsibilities and duties of this job (no more than 8). List the essential duties required to carry out this job and in order of importance. Use complete sentences. Start sentences with verbs. Use the present tense. Use gender neutral language

	· Process all new, expired and modified lease contracts in our property management system
· Maintain lease-related master data, including business partner codes, VAT status, supplier contact details, payment information, etc.
· Reconcile lease-related clearing accounts, resolving differences between expected lease payments and invoices received
· Provision of turnover information to landlords where required by the lease
· Support the Transactional finance team with ensuring property-related invoices are paid on time
· Support the Group Accounting Manager with lease contract accounting, month end activities and journal postings
· Ad hoc analysis and other duties as required to support the wider Finance and Property teams and ensure the smooth-running of the property finance process
 


	Stakeholder Relationships

	Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relationship management is needed. Level of influencing/gravitas.

	Internal – Corporate Finance team, Transactional Finance team, Property team.
External – transactional relationship with property-related suppliers including landlords, managing agents and local authorities.

	Qualifications, Skills, Experience, Attributes Required

	Provide a bullet point list of job functional knowledge (technical/subject-matter/professional expertise), business knowledge, problem-solving and interpersonal skills and experience required for the satisfactory performance of the job e.g. education level, experience, specific skills, personal characteristics, certifications, licenses. 

	
· Strong numerical and data analysis skills 
· Attention to detail and meticulous
· Confident in using Microsoft excel, teams and outlook
· Able to work in a fast-paced, dynamic environment, with competing priorities in a calm and methodical manner
· A strong team player with good communication skills

A background in similar finance / transactional / administrative / data-focussed roles and previous experience with SAP S4Hana would be advantageous, but not necessary as full training will be given.
The opportunity to pursue relevant professional qualifications with study support may be available to the right candidate who demonstrates the ambition, aptitude and potential to progress their career in finance at cardfactory.






	For line manager roles only

	Total team size
	
	Direct/Indirect reports
	

	Budget responsibility
	
	Capital/Revenue Responsibility
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Job Title  Finance  Assistant  -   Property  Department  Finance  

Reports To    [Group Accounting Manager]     Level   [ 7 ]  Location  Wakefield  

  Job Purpose  -   Overview  

Provide  a brief,   four - sentence description of the role, what success in the position looks like, and how it fits into the company or organization o verall.   Consider   overall delivery, risk, decision making authority.    

The key focus of this role is to  manage data, contract and payment administration in respect of our property portfolio, ensuring our systems are adequately  maintained and up to date  so that all lease contracts are properly accounted for and all  associated payments are made accurately and on time.   Reporting to the [Group Accounting Manager] in our central Corporate Finance and Shared Services team   and working closely with the Property departmen t ,   you will have the opportunity to support  the wider team and progress your own career and personal development  

Key Accountabilities  

Outline the types of accountabilities that are attributable to the role. Provide a   concise   bullet point list of the responsibilities and duties of this job   (no more  than 8).   List the essential duties required to carry out this job and in order of importance. Use complete sentences.   Start sentences with verbs.   Use the present  tense.   Use gender neutral language  

   Process all new , expired and modified lease contracts in our property management system      Maintain lease - related master data, including business partner codes, VAT status,  supplier contact details, payment information, etc.      Reconcile lease - related clearing accounts, resolving differences between   expected lease payments and invoices received      Provision of turnover information to landlords where required  by the lease      Support the Transactional finance  team with ensuring property - related invoices are paid on time      Support the Group Accounting Manager with lease contract accounting , month end activities and journal postings      Ad hoc analysis and other duties as required to support the wider Finance and Property teams   and ensure the smooth - running of the property  finance process        

Stakeholder Relationships  

Outline who key stakeholders are, whether internal and / or external, whether interfaces are transactional or how much relati onship management is needed.  Level of influencing/gravitas.  

Internal  –   Corporate Finance team, Transactional Finance team,  Property team.   External  –   transactional relationship with property - related suppliers including landlords, managing agents and local authorities.  

Qualifications, Skills, Experience , Attributes   Required  

Provide a bullet point list of  job functional knowledge (technical/subject - matter/professional expertise), business knowledge, problem - solving and  interpersonal skills and experience required for the satisfactory performance of the job e.g.  education level, experience, specific skills, personal characteristics,  certifications, licenses.   

     Strong numerical   and data analysis skills        Attention to detail  and meticulous      Confident in using Microsoft excel, teams and outlook      Able to work in a fast - paced, dynamic environment , with competing priorities in a calm and methodical manner      A str ong team player with good communication skills     A background in similar finance / transactional / administrative / data - focussed roles and previous experience with SAP S4Hana would be advantageous, but  not necessary as full training will be given.   The opportunity to pursue relevant professional qualifications   with study support   may be available to the right candidate who demonstrates the   ambition,   aptitude and potential to progress their career in  finance at cardfactory.        

  Role Metrics  

For line manager roles only  

Total team size   Direct/Indirect reports   

Budget responsibility   C apital/Revenue Responsibility   

