JOB SPECIFICATION 
Junior Accounts Clerk
Employer:

Teaching Art Ltd
Location:

Millennium House, Brunel Drive, Newark, NG24 2DE
Business:
Teaching Art is the parent brand of SAA, the UK’s largest artist community with over 37,000 enthusiast and professional members. In addition to providing its’ members with content and services, the SAA supplies members and customers with a comprehensive catalogue of art materials though its e-commerce sites and B2C catalogues. 
The Teaching Art Group encompasses Artcoe, a leading manufacturer, distributor and wholesaler of fine art, graphic and stationery materials including its own brand Frisk, to retail and educational organisations. The Group also includes Art Gallery, an online marketplace of affordable art, connecting artists and consumers.
Responsible to:

Management Accountant
Job Title:

Junior Accounts Clerk
Main Role and Objectives:

To work effectively within the Accounts Department as part of the Office Team. To assist with all Accounts procedures as documented below and to fully assist the other members of the Accounts Department where appropriate. 
Principle Duties and Responsibilities:

The Company aims for each team member to be fully flexible in their ability to work within their team.  Therefore, the duties you perform will vary from time to time.

· Sorting/opening Accounts post 
· Supplier Statement reconciliations

· Credit Control

· Payment Reconciliation 
· Entering Purchase Invoices
· Marketplace cash allocation 

· Other tasks as required that are considered to be within your capabilities
Qualities required:

· Warm, friendly personality

· Excel spreadsheets

· Accurate and efficient computer skills

· Good communication skills
· Organised, methodical approach to tasks

· Flexibility

· Ability to work as part of a team

· Enthusiasm for the job

· Attention to detail and accuracy of account procedures
· Previous Accounts experience (preferred)
Hours of work:
Part Time 25 hours per week. 
Training:

The Company will contribute towards reasonable costs incurred in taking training or obtaining qualifications that are beneficial to the job role.

Salary and benefits:
Salary: age-related national minimum wage 

Annual leave: holiday entitlement to 20 days per year (pro rata), gradually increasing to 25 days per year (pro rata) over a 5-year period

Benefit: the Company allows employees to purchase stocked items at cost plus VAT provided the products are for themselves/their immediate family.
