Part-Time Finance Assistant 
(2 Days per Week)
3-Month Contract | £19.50 per Hour
Job Overview
We are seeking a diligent and organised Part-Time Finance Assistant to join our team on a three-month contract. This role is ideal for someone looking to work two days per week and offers a competitive hourly rate of £19.50. The successful candidate will play a vital role in supporting our finance operations, with a particular focus on invoice processing and purchase ledger management.
Main Responsibilities
· Checking and verifying supplier invoices for accuracy and compliance.
· Entering invoices onto the purchase ledger in a timely and accurate manner.
· Assisting with the preparation and execution of payment runs.
· Communicating with suppliers and internal teams regarding invoice queries.
· Maintaining organised records and supporting documentation for audit purposes.
Key Details
	Position
	Finance Assistant (Part-Time)

	Hours
	2 days per week (days flexible)

	Pay Rate
	£19.50 per hour

	Contract Length
	3 months

	Location
	The Chingdale Centre Chingford London E4 6HZ


Ideal Candidate
· Previous experience in a finance or accounts assistant role.
· Familiarity with purchase ledger processes and invoice management.
· Strong attention to detail and organisational skills.
· Proficient in Microsoft Office, especially Excel, and financial software.
· Excellent communication skills, both written and verbal.
· Ability to work independently and manage time effectively.
How to Apply
If you are interested in this opportunity and meet the requirements outlined above, please submit your CV and a brief cover letter outlining your relevant experience to bonita@fridayhilltmo.org.uk. We look forward to hearing from you!

