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JOB SPECIFICATION


Job title:		Finance Assistant – Rent and Service Charges 
Responsible to:	Rent and Service Charge Manager
Responsible for:	N/A

Purpose: 
The Finance Assistant – Rents and Service Charges plays a key role in supporting the effective administration of rent and service charge accounting for GLH tenants. The role ensures accurate processing, recording, and reporting of income and expenditure relating to rents and service charges.
Working closely with the Rent and Service Charge Manager and wider Finance and Housing teams, the post holder supports rent setting, service charge reviews, financial reconciliations, and customer queries. The role contributes to maintaining financial integrity, regulatory compliance, and high-quality service delivery to tenants and stakeholders.

Location:  	Hybrid/Office Based with regular travel to the Manchester Office (minimum once per week)
	Area of role and description
	Performance expectations

	
RENT AND SERVICE CHARGE ADMINISTRATION

Support the administration of rent and service charge accounts, ensuring accuracy and completeness of financial data.

· Maintain rent and service charge records within the Housing Management system
· Assist with rent setting and annual service charge review processes
· Support the preparation of service charge reconciliations and statements
· Process rent account adjustments including refunds, overpayments, accruals, and prepayments
· Open and close rent accounts as required



	
· Accurate and timely processing of rent and service charge transactions
· Compliance with internal controls and accounting standards
· Up-to-date and accurate records maintained

	
INCOME AND EXPENDITURE MANAGEMENT

Assist in monitoring and managing income and costs relating to rents and service charges.

· Monitor service charge income and expenditure
· Support accounts payable activities relating to service charge costs 
· Assist in identifying under- or over-recovery of service charges

	
· Timely processing and resolution of financial transactions 
· Effective monitoring of income and expenditure variances 
· Strong collaboration with Finance and Housing teams


	
BUDGETS AND REPORTING

Provide support to budgeting and reporting processes relating to rents and service charges.

· Assist in budget setting for rent and service charge activities 
· Support budget monitoring and variance analysis 
· Produce reports on service charge performance 
· Provide data for audits and regulatory reporting


	

· Accurate and timely reporting 
· Contribution to budget processes 
· Support for audit and compliance requirements


	
CUSTOMER SERVICE

Act as a point of contact for tenant and stakeholder queries relating to rents and service charges.

· Respond to queries regarding rent payments, service charges, and invoices 
· Liaise with internal teams and external stakeholders to resolve issues 
· Support Income Officers and Housing teams with tenant-related queries



	
· Queries responded to promptly and professionally 
· High level of customer service maintained 
· Effective resolution of issues 


	
PERFORMANCE & SYSTEMS

Support the effective use of financial systems and processes.

· Maintain data integrity across finance and housing systems 
· Assist in improving processes and systems relating to rents and service charges 
· Ensure compliance with policies and procedures

	
· Systems used effectively and accurately 
· Continuous improvement in processes 
· Adherence to organisational policies

	
GENERAL 

· Support the Finance Team with ad hoc duties as required 
· Work collaboratively across teams to support organisational objectives 
· Ensure all duties are carried out in line with GLH values 

	




Personal Specification
Essential
· AAT qualified, part-qualified, or working towards qualification 
· Understanding of basic accounting principles 
· Experience of working with financial data and systems 
· Strong Excel and IT skills 
· Good organisational and time management skills 
· Ability to work to deadlines and manage competing priorities 
· Strong communication skills with the ability to engage with a range of stakeholders 
· Ability to work both independently and as part of a team 
· Customer-focused with the ability to handle sensitive queries
· Able to communicate effectively and build effective working relationships with customers, both internal and external, and other stakeholders, and having confidence to challenge others and able to interact effectively with different people.

Desirable
· Experience of working in the social housing sector 
· Knowledge of rent and service charge processes 
· Understanding of housing or service charge legislation 
· Experience of financial systems (e.g. Unit 4 or similar)
Other
· Commitment to equality, diversity, and inclusion 
· Willingness to learn about learning disability and autism 
· Flexibility to occasionally work outside normal hours if required
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