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HR2di Job Description

	Job Title

Manufacturing Financial Controller
	Department

Administration

	Reporting to

Managing Director
	Responsible for

Accounts Staff

	Other Working Relationships

Internal
Directors, Managers and other staff as required
External
Other AVK Companies, Third Party Suppliers, Banks, Auditors, H.M. Revenue 

and Customs and Peninsula Business Services.

	Main purpose of the job
To manage accounting entries for cost of sales, variances, inventory movement and inventory provisions.  Producing reports for material and labour variances, comparing variances against actual and budget/forecast.  The day to day control of the finance function to ensure the accurate and timely provision of all financial information as required by law and by local/group management.  To perform all the duties required of a Company Secretary.  


Responsibilities / Duties


-
Prepare Company accounts on a monthly basis and maintain accounting records.

-
Control and administer all payroll matters, including the preparation and submission of year-end tax returns.

-
Control and administer the preparation and submission of all statutory returns as required by HMRC (e.g. vat, Intrastat) and the National Statistics Office.


​-
Preparation of annual budgets in line with Group Policy.


-
Preparation of year-end account for presentation to the Company’s Auditors.

-
Administration of the Company’s bank accounts.

-
Maintain the Company’s cost control information as required and in line with Group Policy.


-
Administration and control of the Company’s fixed asset register.


-
Provide the Company’s Insurers with all necessary information required to ensure that the correct cover is provided at all times.

-
Undertake the statutory duties of Company Secretary.

-
Contribute, as a member of the Management Committee, to the day to day control of the business.


-
Liaise with external and internal bodies relevant to the job role.


-
Undertake major job related projects, as required by the Company.


-
Ensure you show regard for your fellow colleagues.


-
Ensure all Company procedures are always followed.


-
Ensure health and safety regulations are adhered to at all times.

Ensure you show regard by people by:-



-
Ensuring HR Policy adhered to at all times

-
Listening and dealing with staff issues.


-
Ensuring jobs are achievable.


-
Being consistent, concerned and communicative.

-
Providing help, support and training.


-
Recruit, manage, train, develop, monitor, set objectives and motivate direct reporting 
staff according to Company procedures, policy and employment law.


-
To ensure staff are working together as a cohesive team, managing staff schedules 
and deadlines.

-
Allocating and managing staff resources according to changing needs.

The above is not an exhaustive list of duties and you will be expected to perform different tasks as necessitated by your changing role within the organisation and the overall business objectives of the organisation.

Signed (Job Holder): ………………………….…………….…….
Date: ………………………..

Signed (Line Manager): ………………………………………….
Date: ………………………..
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