
Finance and Administration Assistant

The company

This is a once-in-a-lifetime chance to drive the development of systems that will feed the world.
We are a start-up company that is ramping up to deliver cutting edge technical and engineering
solutions that will revolutionise the agri-tech industry.

Based at our HQ at West Dean, Salisbury and at home, we have a forward thinking, modern
and charismatic team who understand that work is a part of life and flexible working
arrangements are key to success in a modern world.

We are all hard working, dedicated and passionate about what we do and are looking for a new
team member that can mirror the qualities outlined below. In return, we offer a fabulous working
package with flexibility to work partially remotely at agreed hours to suit yourself.

We also believe that diverse teams really are the best teams. We know that candidates may be
put off applying for a job unless they can tick every box. If you are excited about our company,
the role and working with us and think you can do much of what we are looking for but aren’t
sure if you are 100% there yet, why not give it a whirl?

Finance and Administration Assistant

This is an exciting opportunity for someone who has experience in finance and is highly
motivated and organised. The Business Operations team have very varied roles, so we are
looking for a team-player who is willing to help out the entire team.

The role will require you to support our CFO on all finance matters and work closely with the
rest of the Business Operations team on all other areas of administration support. Assistance
will be required in the areas of finance, legal, HR, facilities and procurement. The successful
candidate will be supporting the wider business and facilitating their day-to-day
requirements whilst managing central communications and working with the team to
maintain an effective working environment.



Responsibilities (although not limited to)

As a Finance and Administration Assistant, you’ll need to support:
● Daily Accounts Payable actions, including the payment of suppliers when necessary
● Accounts Receivable actions
● Processing and paying expenses
● Bank Reconciliation
● Liaising with suppliers/customers to ensure that relationships are maintained
● Assisting with the preparation of Payroll and VAT returns
● Providing our Project Managers with financial information for oue grant claims
● Monthly Balance Sheet Reconciliations
● Statutory Accounts preparation
● Supporting the CFO with product/project cost analysis
● Supporting purchasing and procurement especially at times of high intensity
● Management of the central communications ensuring enquires and communications are

directed to the correct team members
● Supporting the daily running of the team and facilities
● Supporting the wider team with administrative tasks

Skills

We always support colleagues to develop their skills. But to be successful in this job you really
do need to already be able to do most of these things:

● You must have a deep passion and belief in our mission, and a professional pride in
doing what it takes

● Have a completer-finisher attitude towards work, with the ability to take ownership
of a task and see it through from start to finish

● The ability to work independently but with a good understanding of when to involve
other team members/senior members of the team.

● Proactively communicate progress to internal stakeholders
● The ability to simply ‘get stuff done’ with no project or task too big or small
● A logical mind and expert multi-tasker that can prioritise requests accordingly to

ensure tasks are completed in a timely manner
● An inquisitive nature and be a person that takes pride in their work
● A good work ethic and the discipline to work both remotely and as part of a

close-knit team
● Thorough attention to detail
● Confidence in decision making
● You must have excellent spreadsheet skills and previous knowledge of working with

Xero is an advantage
● Provable understanding of Financial methods and skills, be that certification, such as

AAT qualified experience
● As we are part of a start-up and everyone pitches in, you will have to take on a number

of tasks outside of the transitional embedded role to support our growing company, you



must possess a willingness to do this

What we offer

● A future-oriented job in a quickly growing start-up
● Mud and fresh air – you will never suffer from pollution here
● As an early employee, you will be deeply involved in the success of the Company
● An opportunity to influence the development of one of the most exciting companies in

the UK
● Eco-bragging rights and photo opportunities in major press publications!
● A flexible working environment and hours designed to fit around motivated

professionals. Tell us what you need, and we will bend over backward to make it
happen.

The other bits & pieces

● Due to the volume of applications, we may only be able to respond to successful
applicants.

● This role is a permanent role starting as soon as possible and includes a 6-month
probationary period.

● Salary between £22,000 and £25,000 for a 40 hours / week

Please send us your CV and a couple of paragraphs outlining the best moments from your
career so far.


