Job Description — Finance Executive

Job Description

Job Title: Finance Executive
Reports To: Finance Director
Location: Agile working with office location in Staines, must live in the UK

Salary & Benefits: £30k - £35k plus discretionary bonus, pension and selected aviation industry
travel discounts.

Background

Airport Coordination Limited (ACL) was formed in 1992 and is now the largest and leading independent
airport coordination and capacity management organisation in the world. Based at Heathrow, the
Company manages over three million aircraft movements annually, carrying in excess of 600 million
passengers each year through the 72 Airports it serves. Airports include Heathrow — the world’s second
busiest international airport and subject to much political debate and continued demand for access from
all over the world; Gatwick, the world’s busiest single-runway airport; London City, the world’s busiest
city-centre airport and Dubai, the world’s busiest international airport.

Overseen by IATA and regulated by the EU Commission in Europe, Coordination is the independent,
neutral and transparent allocation of take-off and landing runway slots in way that optimises available
airport capacity while satisfying airline commercial requirements. Coordination is a key link in the
aviation planning chain and was put under a particular spotlight by the recent Airports (Davies
Commission final report. In the final report Sir Howard Davies said that ahead of any new runway being
built it was essential the UK best use of its existing capacity — something in which ACL plays a key part.

In addition to its core coordination function, ACL continues to develop new revenue streams through
the development and implementation of additional coordination models to existing customers, the
provision of schedule data sales, training and a wide range of consultancy services including
forecasting.

Company Dimensions

40 Employees 29 Coordination

6 Executive, Finance and Commercial
51T

72 Airports 26 Saudi Arabia

24 UK

5 New Zealand

2 Ireland

2 Poland

3 UAE

6 Oman

1 Canada

1 Latvia

1 Luxembourg

1 Grand Cayman

4 Offices UK: London and Manchester
International: Auckland and Dubai
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Job Description — Finance Executive

Job Purpose

Supporting the Finance Director to achieve the efficient and accurate operation of accounting
procedures and financial transactions, whilst ensuring that every opportunity is taken to continuously
improve working methods and standards.

Scope

6 generals ledgers, including 1 subsidiary and 2 branch accounts
Foreign currency transactions

Finance team of 3

Principle Accountabilities

To process and maintain accurate accounts and ledgers

To ensure costs are allocated correctly

To regularly monitor and check bank statements

To support the receivables and payables processes to include payroll and expenses

To forecast cash flow with reasonable accuracy ensuring cash is available for payment runs

To produce accurate management accounts on a monthly basis and to work with the business
to identify incremental profit opportunities

To support the monthly management accounts forecasting process

To prepare and submit accurate and timely tax returns, including VAT, P11D & PSA

To maintain relationships with property suppliers and manage contract renewals

To provide management information, particularly month-end and year-end accounts

To assist with the collation of information for any external audits

To analyse and check balance sheets, regularly monitoring and investigating discrepancies
To prepare financial reports and analysis as requested

To ensure good relationships are maintained with internal and external customers by meeting
their requirements and exceeding their expectations

To adhere strictly to deadlines
To read, understand and comply at all times with the Company procedures

To carry out additional related tasks as required by the Company from time to time
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Job Description — Finance Executive

Person Specification

Qualifications and Knowledge

Skills

Good general education to GCSE level C

Part or newly qualified accountant with relevant experience

Working knowledge of Sage 50 and excel

Strong written, numeric and computer literacy

Knowledge of online banking and webObased expenses system an advantage

Experience of finance function

Able to communicate effectively

Analytical skills

Ability to assimilate information and problem solve

Ability to take balanced decisions and anticipate pitfalls

Ability to communicate finance information to non-finance people
Team working

Presentation skills to ACL leadership team

Planning and organisation skills — deadline and delivery focused
Comfortable with change

Self-motivated, enthusiastic and passionate

High level of integrity, ethics and standards

Candidates must have permission to live and work in the UK.
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