
                           
 

 

Leyton Orient Football Club and Leyton Orient Trust are looking for a part time Accounts Assistant to 

join their finance teams. Applications are welcomed from candidates who would like to undertake 

both roles on a full time basis; or who wish to apply for one part-time role. Please state clearly in 

your application the hours and organisation(s) you are applying for. 

 

Leyton Orient Football Club, the second oldest football club in London, currently competes in 

League Two. 

 

Leyton Orient Trust is an independent charity that works together with Leyton Orient Football Club 

and other partner organisations to use the power of sport to improve life chances. 

 

How to apply: 

Please complete the application pack (application form and self-disclosure form) at 

www.leytonorienttrust.org.uk/joinus along with your CV and return by email to Sophie Omer at: 

S.Omer@leytonorient.net by 11.59pm on Sunday 8th September 2019. 

 

Accounts Assistant 

Salary: Depending on experience 

Hours: Full time: 35 hours a week 

(Leyton Orient Trust: 21 hours / Leyton Orient Football Club: 14 hours) 

 

Responsible to: Accountant / Finance Manager 

 

Job Purpose: To keep accurate and timely day to day financial records for the charity/club.  To work 

with the Accountant/Finance Manager to assist where necessary in order to produce quarterly 

accounts for presentation to the Finance Committee.  To do administrative tasks to aid the smooth 

running of the Trust. 

 

Key Tasks: 

 

1. Banking and Cash Recording 

 

 To ensure that all payments received are banked in a timely manner  

 To ensure all cash received is recorded and banked timely 

 To check bank balances and transactions on a daily basis and organise transfers to and 

from the deposit account as necessary 

 To process all receipts and payments in the Sage accounting system 

 Reconcile all bank accounts on a monthly basis and agree to balance in Sage 

 Manage the petty cash and ensure that all transactions are recorded and authorised 

as per policy 
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 Reconcile petty cash on a monthly basis and also agree to the balance in Sage 

 

2. Credit Card Receipt Management 

 

 To manage and reconcile all credit card receipts & payments through the bank 

 To ensure all transactions are recorded daily and accurately 

 To process all receipts and payments in the Xero accounting system 

 To issue monthly credit card statements to credit card holders, reconcile all 

statements with receipts and accurately process onto Xero to correct nominal codes 

 

3. Purchase Ledger 

 

 To ensure that all purchase invoices are authorised and, where relevant, have a 

purchase order and then processed in the Sage / Xero system 

 Arrange for payment runs on a 2 weekly basis and investigate any older or credit 

balances not included 

 Agree aged creditors to balance in creditors control account on a monthly basis 

 Check all statements received and query any differences 

 

4. Sales Ledger 

 

 Ensure that all income is invoiced in a timely manner as per individual contracts and 

process onto Sage/Xero 

 Ensure that all cash received is posted and allocated to the correct invoices 

 Process aged debtors report at least monthly and follow up on any debts that are 

overdue 

 Bring to the attention of the Finance Manager/Accountant/CEO any possible bad 

debts 

 At the end of the month agree the aged debtors balance to the G/L 

 Take control of NHS recharge account 

 

5. Payroll (Leyton Orient Trust only) 

 

 Process monthly salaries 

 Arrange for all new starters to complete starter form and enter onto Sage ensuring 

that salary is correct to contract and keep copy of contract on file 

 Process any leavers promptly and produce P45 

 Ensure correct authorisation of any pay adjustments is received and process onto 

Sage 

 From timetables produce monthly timesheets and send to managers for checking and 

CEO to authorise then process onto Sage 

 Run payroll and produce reports for the month and cumulative, print and email 

payslips 

 Arrange bank payment for net pay 

 Download report to HMRC and to Now Pension 

 Arrange payment to HMRC and report to be sent to Now Pensions 

 Analyse and schedule gross pay and produce journal onto Sage 



 At the end of the quarter agree all the payroll control accounts in the general ledger 

 

 

6. Quarterly Reporting (Leyton Orient Trust only) 

 

 Assist Accountant with quarterly accruals and prepayments 

 Assist Accountant with quarterly accrued/deferred income 

 Run departmental Income & Expenditure management accounts 

 Produce debtors report 

 

7. Administration 

 

 Issuing and checking Zero hour contracts 

 Processing DBS reports 

 Register data entry and maintenance 

 Issue Identity cards to all new personnel and keep records up to date 

 Do monthly stationery orders 

 Organising and booking pitch hire and agreeing to invoices when received. 

 Any other tasks commensurate to position as requested from time to time 

 

Key Skills Required  

 

 At least 3 years experience in a finance role 

 Experience of using Sage 50 and Xero systems 

 Excel up to intermediate level 

 Knowledge of Outlook 

 Knowledge of payroll and PAYE 

 Excellent reconciliation skills 

 Able to communicate both verbally and in writing 

 Able to work on own initiative 

 Excellent organisational skills 

 


