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JOB DESCRIPTION / PERSON SPECIFICATION


	Name
	

	Job Title
	Accounts Assistant – Quarries Northumberland & Cumbria

	Reports To
	Finance Manager

	Company
	 Ashcourt Northumberland & Cumbria



	Core Duties/Responsibilities

	(The key responsibilities of the role against which performance is measured)

· Support day-to-day accounting activities for quarry operations
· Assist across Sales and Purchase ledger where required
· Assist with data input, validation, and reconciliation across quarry systems
· Use Excel to analyse data, identify anomalies, and support reporting
· Assist with cost tracking, stock movements, and basic performance reporting
· Support month-end activities, including reconciliations and reporting packs
· Help improve data accuracy and consistency at source
· Work collaboratively with operational and finance colleagues to resolve issues

	




	Health & Safety Responsibilities

· Support in accidents, incident and near-miss investigations by providing statements and evidence where required
· Follow and adhere to risk assessment controls, Safe Systems of Work and PPE requirements
· Comply with all legal requirements
· Take care of your own health and safety and others that may be affected by your actions





	
Qualifications required for the role
	Essential
	Desirable

	Full Driving Licence
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	Studying towards AAT or Equivalent
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	Experience required for the role
	Essential
	Desirable

	Previous experience in a similar role
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	Previous experience in a similar Industry
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	Understanding Finance activities
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	Experience working with multi-site or operational business
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	Experience of working in a changeable environment
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	Specific Skills required for then role
	Essential
	Desirable

	Strong knowledge of IT
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	Strong Excel skills (pivot tables, lookups, analysis, general data management)
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	Behaviours to be demonstrated
	Essential
	Desirable

	Good organization & time management skills
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	Courteous & polite to customers
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	Strong analytical skills
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	Strong organisational, administrative and planning skills
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	Excellent verbal and written communication skills
	[image: Checkmark outline]
	

	Ability to clarify and communicate complex issues to non-financial people
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	Self-motivated with the ability to work without supervision
	[image: Checkmark outline]
	

	Attention to detail
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	Discretion & ability to handle confidential information
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	Able to multi-task
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