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Job Title:
Location:
Reporting To:

Key Communications:

Job Purpose / Summary:

Accounts Assistant

XXXXXXXXXXXXXX

General Manager

General Managers
Departmental Managers
Directors

Suppliers

To ensure that the Bought Ledger procedure is carried out in accordance
with the Hotel/Company standards

To maintain employee records, payroll support systems, and to input
relevant data in respect of the hotels payroll.

To ensure the full completion and upkeep of all appropriate Food &
Liquor records/reports etc.

To assist with Departmental Stocktaking on an agreed periodical basis.
Ensure that all daily, weekly and monthly routines are completed within
the agreed timescales.

To assist with the implementation and upkeep of appropriate financial
controls to help grow the hotel profitability.

To assist with the preparation of Hotel Profit & Loss Accounts

To maintain accounting records filed in good order for the retention
period.

MORE TEXT ON FULL RESOURCE

MORE TEXT ON FULL RESOURCE

MORE TEXT ON FULL RESOURCE



Competency Framework for Accounts Assistants

These are the personal skills, qualities and attributes that influence how well a Hotel Accounts Assistant
performs their role.

Adaptability e Flexible

e Responds to change positively

e Calm under pressure

e Thinks ahead
Communication e Isclear and open

e MORE TEXT ON FULL RESOURCE
Creativity e MORE TEXT ON FULL RESOURCE
Decision Making e MORE TEXT ON FULL RESOURCE
Influencing e MORE TEXT ON FULL RESOURCE
Integrity e MORE TEXT ON FULL RESOURCE
Self Management e MORE TEXT ON FULL RESOURCE
Teamwork e MORE TEXT ON FULL RESOURCE
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