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Job Description
Job Title 
: 
Cashroom Assistant
Date
:
August 2010

Department
:  
Administration - Finance
Responsible to 
:
Gail Kettles
Job Purpose

To provide a comprehensive cashroom and financial service to the firm, both at Head Office and all branches
Key Responsibilities

To handle client funds in line with Law Society and Money Laundering Rules
Maintenance of Sales, Purchase & Nominal ledgers for the firm
Preferred Qualifications

Society of Law Accountants in Scotland (SOLAS) Diploma
Knowledge, Skills & Experience

Knowledge and understanding of the Law Society and Money Laundering rules and regulations would be an advantage.
Prior knowledge of general accountancy and purchase ledger rules would be beneficial.
Highly numerate.
Ability to work within, and follow set standards and procedures. 

Honest and trustworthy. 

Good communication skills.
Strong organisational and time management skills.
Ability to work within a small team.
Ability to use your own initiative and work with a minimum of supervision on a daily basis.
Excellent IT skills with a sound working knowledge of Excel; knowledge of Lawsoft would be an advantage.
General Duties & Responsibilities

Teamwork

Readily offer assistance to support colleagues and willingly accept tasks normally undertaken at a different level when required by team needs.
Manage any problems or situations as they arise, asking the Head Cashier when necessary.
Deal with incoming mail, e-mail, phone enquiries (internal and external), and with clients calling into the office promptly and professionally.
In conjunction with the rest of the finance team, assist the Head Cashier to apply stringent financial rigor throughout the firm.
Systems and Processes

Check all Firm/Services creditors invoices are coded and authorised correctly and process accordingly; post entries and arrange payment

Daily banking procedures and processing of payments received by switch/visa

Check incoming funds, locate correct matters and inform Fee Earner concerned 

Check outgoing client payments for availability of funds; arrange necessary uplifts of funds

Posting of all client uplifts, lodgements and other entries
Check all Other Funds, update passbooks and statements, and reconcile; check totals against Deposit control

File all entries.
Other Duties

There may be the requirement to perform duties other than those given in the job description for the post.   The particular duties and responsibilities attached to posts may vary from time to time without changing the general character of the duties or the level of responsibility entailed.   Such variations would not of themselves justify the re-evaluation of a post.   In cases, however, where a permanent and substantial change in the nature of the duties and responsibilities of a post occurs consistent with a higher level of responsibility, then the post would be eligible for re-evaluation. 

Signed

Head of Department

Signed as agreed

Postholder

Date
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