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Job Description

Post Title:

Finance Intern
Location:

The HFH GB Office in Slough 
Background:

HFHGB is going through an exciting phase of development. We are moving from Sage200 to SunSystems v6 accounting software while reviewing all finance-related business processes. We are looking for an accounting or business student interested in the field to be an integral part of this process and support our busy team during the period of implementation. This is a fantastic opportunity to learn in practice how change is managed in an international organisation through the change of finance procedures. As part of the internship you will go through a comprehensive training in Business Processes, SunSystems software overview, data entry and system management procedures.
Responsible to:

Assistant Finance Manager
Hours:


3 to 4 days p/w (to be agreed with successful applicant) at £6.50 per hour
Purpose:
To assist the Finance Team in implementation of a new accounting system (SunSystems v6) in HFHGB. 
Duties:
SunSystems implementation:

· assisting the Finance Team in all aspects of SunSystems implementation: data clean-up and migration, user acceptance testing, trouble-shooting 
Business Processes implementation:
· working with the Finance Team and other staff to ensure successful implementation of business processes across the organisation. Depending on aptitude of the applicant specific duties may include: supporting staff in completing finance forms, reviewing codes allocated by staff, dealing with queries
Day-to-day finance duties:

· working closely with the Finance Assistant and Finance Officer in transactions processing and entering data onto SunSystems

Person specification:
1. Although the time commitment throughout projects is flexible, please note that the start date is not negotiable and you will need to be available on the following days for the training: 22, 23, 24, 25, 28, 29, 30 July. 
2. Motivated to learn, build experience, and able to look beyond immediate financial gain.

3. Numerate and financially literate. Able to organise/analyse basic financial information, and understand essential accounting terminology.
4. Excellent attention to detail.

5. Good oral and written communication skills.
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