
RSPCA South, East & West Devon Branch 
Little Valley Animal Shelter 

JOB DESCRIPTION 

A. MAIN JOB PARAMETERS 

JOB TITLE:   Accounts and Support Services Administrator   

LOCATION:   Little Valley Animal Shelter 

ACCOUNTABLE TO:  Finance Manager & CEO 

RESPONSIBLE FOR:  N/A 

 

B. OVERALL PURPOSE OF JOB 

The Accounts and Support Services Administrator will be responsible for the day-to-day data entry of financial 
transactions into Sage 50 accounts software. Extensive use/knowledge of Excel will also be required. The role 
will be the main point of contact for our outsourced payroll function and other areas relating to the 
preparation of financial information.  

The post holder will also be responsible for a range of admin and support services functions.  

Note: Full, valid driving licence is essential. 

 

C. PRINCIPAL RESPONSIBILITIES 

1. Purchase Ledger 

Processing all purchase invoices through the purchase ledger in Sage, to include checking invoices, 
ensuring they are authorised where necessary and allocating the appropriate nominal and department 
codes prior to posting. 

Preparing invoices and requesting authorisation from Trustees for payment on a weekly basis. 

Processing supplier payments onto Natwest Bankline ready for authorisation by CEO/Finance 
Manager. 

Posting purchase payments into Sage. 

 

2. Sales Ledger 

Posting invoices and receipts through the sales ledger in Sage, to include allocating the appropriate 
nominal and department codes prior to posting. 

Posting customer receipts through the sales ledger in Sage. 

Raising any non-payments with the Shelter Manager. 

 

3. Bank Ledgers 

Posting purchase ledger payments and non sales ledger receipts through the various bank accounts 
into Sage. This will include journals for particular types of transactions including allocating the 
appropriate nominal and department codes. 

Reconciling bank accounts in Sage with the bank statements. 

Running Trial Balance reports each Month End and reconciling the amounts. 

Investigating any misbalances and taking the appropriate action. 

 

4. Shops 

Checking end of month paperwork sent from each of the Branch shops. 
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Downloading the relevant MS Excel reports from the Azurri Web Portal and combining the reports into 
one spreadsheet using separate tabs for each shop.  

Preparing sales and expenses journals for each shop using the MS Excel report. 

Reconciling each of the Shops Control Accounts. 

Posting journals for each Shop into Sage allocating the relevant nominal and department codes. 

Reporting any errors made by the Shops to the Area Retail Manager. 

 

5. Ebay Sales and PayPal Account 

Allocating the relevant nominal and department code to sales, fees, donations and purchases on 
notifications received from PayPal and inputting information onto MS Excel. 

Allocating the department code to fees on the Ebay statement and inputting the details onto MS Excel. 

Reconciling MS Excel with PayPal and Ebay statements and posting onto the PayPal Account on Sage. 

Reconciling the PayPal Account with the end of month Trial Balance report. 

Transferring money from the online PayPal Account to the Branch’s Current Account.  

 

6. Petty Cash 

Checking monthly shelter petty cash journal against receipts and posting into Sage. 

Reconciling the petty cash account each month. 

 

7. Shelter Takings 

Counting and reconciling the shelter takings each week using MS Excel. 

Banking the takings at Natwest, plus banking any extra monies that have not been processed through 
the till e.g. collection boxes. 

Passing any petty cash owed to the Shelter Manager, money taken from the shelter takings. 

Posting journal each month into Sage. 

 

8. Payroll and HR related  

The internal point of reference for our outsourced payroll function  

Management of Timetastic database (used to record staff sickness, staff absences and annual leave)  

Maintaining the HR files and working with the CEO being the internal HR resource (Little Valley uses 
external HR consultancy as and when required)  

 

9. General Admin  

• Maintenance of usual office systems – including obtaining quotes, photocopier, stationary  

• Responsible for maintaining registers, records to a proper standard  

• To for all insurance matters and preparation of any returns and year end documentation   
 

10. Assisting in the administration of Gift Aid where necessary.  

 

11. Any other duties that the work of the Shelter may require from time to time. 


