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Operations Accounts Officer – Job Description

The Operations team ensures the smooth daytoday functioning of a diverse estate, delivering safe, efficient and customer-focused services across both operational and non-operational sites. This is an exciting opportunity to join our Operations team as an Accounts Officer, to provide support to budget managers and the wider Operations team. 
Our estate includes corporate buildings, care environments, country parks, day centres, libraries, and additional partnermanaged properties. 
This role reports directly to the Operations Business Manager.
What Will You Be Doing?
As Accounts Officer, you will assist the Senior Finance Officers to support budget managers and the wider Operations team.
Key Responsibilities
• Assist the Senior Finance Officer with month-end and year-end reporting.
• Year-end accruals and monitoring open orders at year-end.
• Provide reporting and analytical support to the wider Operations team.
• Process invoices, purchase orders, sales invoices, incoming post, and carry out journals within our ERP system.
• Support the Senior Finance Officer with the Helpdesk K2 payment run.
• Provide coding guidance to the accounts/admin team.
• Liaise with Laser (Utilities contractor) on queries and coordinate meter reads or site access with relevant NNC teams.
• Attend monthly Laser meetings alongside the Operations Business Manager.
• Support wider operational functions, including providing administrative cover when required.

Purpose of the Role
Provide finance support to budget managers and associated teams.
Assist Senior Finance Officer with month-end & year-end reporting under supervision of OBM.
Ensure Operations comply with financial and regulatory requirements.
Provide reporting and analytical support to the wider Operations team.
Process invoices, POs, sales invoices, incoming post, and journal corrections.
Support K2 payment run during SFO absence.
About you
You should be someone who is able to work in a busy office environment. This role would suit someone with experience working within an accounts environment, carrying out 
About You
You will be someone who thrives in a fast‑paced operational environment and is committed to delivering high‑quality service. A sound background in a accounts particularly in Purchase Ledger function. 
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