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	ROLE PROFILE 

	Job title
	Assistant Management Accountant
	Date
	2025

	Business
	Walker & Son

	Department
	Finance

	Location
	Madeline Road, Leicester

	ROLE SUMMARY 

	Provide a range of accounting support to the FM, including preparation of reports (and some analysis) attending daily performance meetings and reporting back to the Management Accountant, while running a number of checks to ensure all data is correct and up to date for Walker & Son

	REPORTING STRUCTURE

	Reports to
	Management Accountant

	Direct & indirect reports
	N/A

	Key internal stakeholders
	

	Key external stakeholders
	

	SKILLS & ABILITIES 

	· Supporting Walker & Son ensuring compliance with the month-end timetable
· Preparing and posting prepayments and accruals
· Preparing and posting other journals as required
· Calculating and coordinating intercompany recharges
· Preparing balance sheet reconciliations for relevant accounts
· Ad hoc management accounting related tasks and support for wider improvement projects

	KNOWLEDGE & UNDERSTANDING

	· Produce and maintain the Daily Labour Report  
· Analyse the Daily Materials Report 
· Attend the Daily Labour Meeting  
· Attend the Daily Materials Meeting 
· Maintain a database of Walkers & Son portfolio or products 
· Maintain the High Care Performance Tracker  
· Analyse the Final PPV Report for weeklies  
· Reconcile the Sales to forecast for the P&L  
· Reconcile the materials pack for weekly P&L 
· Be aware of how to run the materials pack to cover annual leave where required 
· Maintain actual labour records for Weekly P&L 
· With the management accountant look at the P&L in detail understand variances  
· Submit the P&L to category for consolidation 
· Maintain the Walker & Son Forecast file updating for actuals 
· Check System 21 prices v AX prices 
· Generate Weds and Fri forecast P&L’s 
· Maintain the YTD material pack 
· Update the Monthly Direct labour rec file with weekly labour data for analysis by the FM 
· Update the Inventory Information for analysis by the MA 
· National Statistics - Quarterly Stock Submission 
· Support the production of Alcohol Duty Claim  
· Other Adhoc Tasks as per the FM or FD as required 

	QUALIFICATIONS, EXPERIENCE, TECHNICAL SKILLS / KNOWLEDGE

	· Ideally working towards or having achieved an AAT qualification (with apprenticeship options open to the right candidate)
· Previous experience of working in a finance team
· Strong Excel skills and some knowledge of ERP systems desirable

	CORE COMPETENCIES, ATTRIBUTES & BEHAVIOURS FOR SUCCESS

	Competency
	Descriptors


	Values People
	Demonstrates the belief that people are our most important asset and central to the success of the organisation. Everybody should be treated with dignity and respect at all times.

	Customer Focus
	Is passionate about quality, striving to continuously make a positive difference for our customers and our consumers.

	Collaborative Team Working
	The willingness to act as part of a team and work towards achieving shared objectives through adopting best practice in line with our Purpose Statement and Company Values.

	Flexibility & Adaptability
	The ability to change and adapt own behaviour or work procedures when there is a change in the work environment, for example as a result of changing customer needs.

	Initiative & taking ownership
	Steps up to take on personal responsibility and accountability for tasks and actions in line with our Purpose Statement and Company Values.
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