
 

 
 
 
 

NOTTS COUNTY FOOTBALL CLUB – VACANCY 
 

JOB TITLE:                 Accounts Assistant 

 

REPORTING TO:   Financial Controller/Chief Executive 

 

CONTRACT: Permanent  

 

HOURS OF WORK: Full time 

 

ROLE PURPOSE: To include all home matches (weekends and evenings) 

 

 

You will be an experienced Accounts Assistant with demonstrable experience ideally working within 

the sports/leisure industry.  This is a key finance/accounts role within the Club which requires the 

successful postholder to have a flexible approach to work and working hours including working 

weekend and evening match days.  As an Accounts Assistant, you will have fantastic attention to detail 

with a focused and methodical approach to work.   

 

Tasks & Responsibilities 

1. Support match and non match day cash management functions including cashing up and 
reconciling match day floats.  Manage the cash collection account and cash ordering/collection 
arrangements. 

2. Working with spreadsheets, sales and purchase ledgers, and journals. 

3. Key role in the Club’s invoicing processes including creation of Club invoices, payment of third-
party invoices including recording on our systems and credit control. 

4. Processing the Club’s payroll including new joiners and leavers, monthly HMRC returns and year 
end processes. 

5. Key role in managing the Finance Department ‘Payments’ inbox through consultation with the 
Financial Controller. 

6. Support the Commercial department with their invoicing processes to ensure revenue is generated 
appropriately and promptly. 

7. Make telephone calls to clients, contractors and supply chain as and when required. 

8. Managing petty cash transactions. 

9. Co-ordinating and dealing with incoming and outgoing post. 

10. General clerical duties including filing. 

11. Any other duties commensurate with the nature and scope of this role.



 

Technical Specification 

1. Previous demonstrable experience working as an Accounts Assistant is essential for this role. 

2. Will be conversant and confident in using accounts and finance systems and packages, including 

Sage. 

3. Good and sound IT skills with high level Excel skills. 

4.  Excellent communication skills (written and verbal). 

5. Professional and friendly approach to welcoming visitors and clients, both over the telephone and 

in person. 

6. Good numerical skills with fantastic attention to detail. 

Person Specification 

1. Highly numerate, confident, professional and competent at performing all aspects of the role. 

2. Will be a ‘problem solver’ with fantastic communications skills. 

3. Professional, warm and friendly with a huge ‘can do’ attitude. 

4. Flexible approach to work and working hours, and always willing to go the extra mile. 

5. Great teamworking skills with the ability to work without supervision when required. 

6. Honesty and integrity are crucial for this role. 

 
HOW TO APPLY 

 

If you wish to apply for this role please submit a CV and covering letter to Beverley Markland, Human 

Resources Director by email to Beverley.markland@nottscountyfc.co.uk before the closing date. 

 

CLOSING DATE 

 

- The deadline for all applications will be close of business (5pm) on Friday 21st February 2020. 

- Any applications received after this date will not be considered for the role. 

- Applications must be supported by a letter detailing why the applicant believes they are a 

suitable candidate for the post and be accompanied with an up to date CV. 

 

The appointment of the successful candidate will be subject to two professional/personal references 

to the satisfaction of Notts County Football Club, 

 

mailto:Beverley.markland@nottscountyfc.co.uk


 

Notts County Football Club is an equal opportunity employer.  Notts County Football Club is committed 

to ensuring equal opportunities, fairness of treatment, dignity, work life balance and the elimination of 

all forms of discrimination in the workplace for all staff and job applicants.  The employer aims to create 

a working environment in which all individuals are able to make best use of their skills, free from 

discrimination or harassments and in which all decisions are based on merit. 

 

It is Notts County Football Club’s policy to treat all workers and job applicants equally and fairly 

irrespective of their sex, marital status, civil partnership status, trans-gender status, sexual orientation, 

race, colour, nationality, ethnic origin, national origin, culture, religion, age or disability. 


