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Foreword 

Thank you for downloading our candidate briefing document.  This briefing document will provide 

you with important information; about us, the role, the qualifications, skills, experience and 

competencies required to be successful in this role.  

If you are interested in joining our progressive company and meet our requisite skills and experience 

for this role, then we look forward to receiving your application.  

 

Key Dates 

Please note that the closing date for receipt of completed applications is 12 noon Friday 13th August 

2021. Completed applications must be sent to careers@jenkinsgroup.com 

Our assessment centre, will be comprised of a written assessment and an interview. The written 

assessment will be sent via email link and instruction on Tuesday 17th August and can be completed 

online. It should be completed by 0900am on Thursday 19th August. Interviews are scheduled for 

Tuesday 24th August.  

Should you require any further information then please do not hesitate to contact a member of our 

HR team.  

Jane Moss 

People Development Manager   

 

 

 

www.jenkinsgroup.com/careers 

 https://www.linkedin.com/company/jenkins-shipping-group-limited 

 @jenkinsshipping 

 

 
 
 

 
 
 

http://www.jenkinsgroup.com/careers
https://www.linkedin.com/company/jenkins-shipping-group-limited
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Jenkins Group- Overview 
 
Jenkins is a port-centric cargo handling, warehousing and logistics business specialising in the paper 

and forest products sector. Our excellent customer care and engagement is built from our strong 

operational performance, carried out in a safe and compliant environment.  We have a solid record 

for outstanding service, streamlined facilities, plus exceptional management and logistic capabilities. 

Our customers are typically global forest product manufacturers and our core market is bulk and 

containerised cargo shipments arriving into the UK and Ireland by sea.   

We have been operating for over 40 years, and have grown to become the market leader in the UK 

and Ireland. We are headquartered in Belfast, Northern Ireland and operate in 13 different locations 

across the UK and Ireland, including Belfast, Derby, Dublin, Hull, Liverpool and Sheerness.   

 

 
 
 
 
 
 
 



 4 

The role in context 
 
The Finance Assistant, Credit Control will be based in our Belfast Head Office. Reporting to our Group 

Financial Controller, the role will assist us in our drive for a high-performance culture with continuous 

business improvement.  

The overall aim of the role is to work in collaboration with the Finance Team, in communication with 

head office functions to provide efficient and outstanding customer service. The Finance Assistant, 

Credit Control will work as a vital accounts function to maximise cash collection and control debt 

exposure and the preparation of up-to-date bank reconciliations. This opportunity is suited to a highly 

communicative individual, with experience in integrating and partnering across functions to ensure 

the highest standard of service is given to our customers.  

Departmental structure 
 
The Finance Assistant, Credit Control will report directly to the Group Financial Controller and will be 

expected to work collaboratively with the Finance Team to further strengthen the Jenkins Shipping 

service.  

 

 

 

 
 
 
 
 
 
 
 

 

CHIEF FINANCIAL OFFICER 

Paul Prenter 

GROUP FINANCIAL 

CONTROLLER 

Lynn Caulfield 

FINANCE ASSISTANT, 

CREDIT CONTROL 
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Job Profile 
 

We are seeking to recruit a Finance Assistant to our Finance team, based in our Belfast Head Office.  
The role will have a focus on credit control activities, as well as supporting some accounts payable 
functions and other finance related administrative activities.  Reporting to the Group Financial 
Controller, the role support the delivery of  a vital accounts function to maximise cash collection and 
control debt exposure, and to lead on the preparation of monthly bank reconciliations and allocation 
of cash receipts and payments to the finance system.  This opportunity is suited to a highly 
communicative individual who enjoys working as part of a team in a growing company.  We are based 
in modern offices situated on West Bank Road, Duncrue, Belfast. The contract is based on a 37.5 hour 
week with flexibility around starting and finishing times. 
 

Main Activities and Responsibilities: 
 

Functional Responsibilities: 

 Credit control – Liaising and following up with customers to ensure customers pay within 
agreed credit terms; 

 Liaising with customers in regards to invoice queries, requests for copy invoices with the 
goal of reducing our debtor days;  

 Posting and allocating cash receipts to customer accounts onto finance system - Microsoft 
Dynamics; 

 Assisting with entry and allocation of supplier payments onto finance system; 

 Perform bank reconciliations on a monthly basis; 

 Develop and maintain strong relationships with customers and address their concerns 
professionally; 

 Teamwork and Collaboration Responsibilities 

 Build strong relationships within the Finance team and provide colleagues with support in 
delivering results. 

 Provide reports to the CFO, Group Financial Controller and Commercial Accountant where 
required; 

 Attend team meetings where required; 

Relationship Management Responsibilities 

 Develop and maintain strong relationships with customers and address their concerns 
professionally; 

 Carry out all reasonable activities as requested by management; 

 Collaborate and cooperate with colleagues from all areas of the business to ensure excellent 
service; 

 Ensure communication is effective and timely with internal functions, including Customer 
Care, Transport and Operations; 

 Provide management with reports and updates as required; 

 Support Senior Management in meeting departmental/team goals. 

 Pass on new business leads to the Commercial Team. 

Continuous Improvement Responsibilities 

 Adhere to stated policies and procedures relating to Health and Safety and compliance; 

 Demonstrate the behaviours and standards expected in line with our company values; 
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 Continually expanding knowledge of our services to provide an informed perspective to 
customers and colleagues. 
 
 
 

The Individual 

In order to succeed in this role, the individual will have the following: 

Essential 

 A third level qualification (NVQ level 4 or equivalent) in accounts, finance or a business 
related relevant discipline; 

 Proven  numeracy and literacy skills;  

 Strong working knowledge of Microsoft office products, particularly Microsoft Excel and 
Word; 

 A minimum of  1 years’ experience in a busy finance function with credit control 
responsibility;  

 A successful  track record of excellent organisational, analytical, prioritisation and problem 
solving skills, e.g. able to establish a clear structure to your work to maximise the best use of 
your time, to manage competing priorities, and work proactively toward solutions.  

 Ability to develop and build good working relationships with our customers to ensure the 
smooth running of our accounts function 

 Ability to work well with colleagues as part of a multi discipline finance team; 

 Have an excellent and professional communication style and the ability to deal with a range 
of audiences 

 
Desirable 

 Experience with Microsoft Navision / Dynamics will be considered a positive however full 
training will be provided. 

 
 
 

Competencies 
The key competencies for the effective performance of this role are: 
 
Diligent   

Applies high levels of accuracy and precision to all tasks. Demonstrates attention to detail and is 

persistent in efforts to produce high quality and accurate work. 

Results Orientation   

Ability to maximise and improve the use of resources beyond own work to achieve results to a 

standard of high quality. Experiments with new ideas and looks for solutions that work. Learns from 

mistakes and is in a process of continuous improvement. Tests ideas out and asks for feedback from 

relevant parties. 
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Relationship Management 

Ability to gain the trust and co-operation of, and build effective working relationships with a wide 

range of people.  Ability to use appropriate interpersonal style with all stakeholders. 

Managing Multiple Tasks/ Situations 

Manages multiple responsibilities at once by focusing on one task while keeping track of others. Can 

switch back and forth between tasks and effectively performs different tasks in quick succession. 

Communication 

Structures and pitches all communications at an appropriate and relevant level to meet the needs of 

a range of audiences.  Present ideas persuasively and takes opportunity to reinforce important 

messages.  Writes clearly, unambiguously and logically using appropriate style and language.   

Teamwork and Collaboration 

Supports a positive team environment where team members cooperate, participate and respect each 

other to achieve desired results.  Collaborates across departments and the business towards a 

common purpose to achieve business benefit. 

Commercial Awareness 

Ability to understand the key business issues that affect the sustainability and growth of the 

company and take appropriate action or make recommendations to maximise success. 

Initiative 

Does more than is required or expected in the job; does things that no one has requested that will 

improve or enhance processes and services, avoid problems, or develop entrepreneurial 

opportunities. Plans ahead for upcoming problems or opportunities and takes appropriate action. 

 

Terms of Employment 
 

 Salary up to £25,000 per annum; 

 Modern offices with free on-site Parking and easy access; 

 Contributory Pension and Life Assurance Schemes; 

 Flexible working hours; 



 8 

 Opportunity to be part of a strong private equity backed business at an exciting stage in our 

growth.

Finance Assitant 

Credit Control - Website Ad.docx
 


