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JOB SPECIFICATION
Accounts Assistant
	ROLE OVERVIEW

	Department
	Finance

	Location
	Ashington, Northumberland 

	Reports to
	Financial Controller

	Direct reports
	None

	Hours
	Monday to Thursday, 8.30am to 5.00pm ; Friday. 8.30am to 2.30pm (37.5 hours per week). 

	Contract & Terms
	Permanent
You must have the right to work in the UK. 
Successful candidates will be required to undergo a basic DBS check as we manufacture for high security sites.


About Raytec
Founded in 2005, Raytec are world leaders in LED lighting for safety and security. We design and manufacture specialist LED lighting products and sell across the world, from our offices in the UK and Canada. Since 2012 we have been part of the OPTEX Group, a Japanese public company, and in 2025 we acquired our Finnish subsidiary, Atexor. We have over 100 employees and we have half a million products in active service in some of the world’s most challenging environments. 
Raytec are a global business and we aim to operate without leaving a footprint on our planet.

Purpose of the Role
The key purpose of this role is the management of sales ledger, credit control and credit insurance to keep financial records accurate and up to date. There will also be the requirement to contribute to the month-end routine and reporting of financial data. 
Cross functional support will also be required where necessary to support the purchase ledger and general accounting routines.
Key Responsibilities
· Manage all aspects of the Sales Ledger
· Credit Control - Chasing overdue debts
· Administration of credit Insurance processes
· Daily bank reconciliation
· Calculate customer rebates and sales commissions 
· Support the UK and International logistics processes
· Support the finance department during period end close and reporting cycles
· Assist in other finance department functions as required

Person Specification
Essential
· Previous hands-on experience in a sales ledger or accounts assistant role
· Good working knowledge of Microsoft Excel and accounting systems
· Strong attention to detail, organisational skills and ability to meet deadlines
· Confident telephone/written communication skills
Desirable
· Experience working in a manufacturing environment
· Experience across both purchase and sales ledger functions
· Experience using SAP B1 and Xero
· Familiarity with Microsoft PowerApps

Competencies & Behaviours
Raytec pride ourselves on our core values and expect our employees to do the same:
Expertise: We strive to be experts in our field. We use our knowledge and experience to deliver outstanding products and customer service.
Initiative: We’re not content with standing still. We push boundaries and improve how we do things on a daily basis.
Integrity: We’re honest, approachable, and open to change. We set high standards and take pride in the work we do.
Reliability accuracy and able to take ownership of tasks.
Confidence working independently while contributing to a collaborative team.
Approachability, supportive and happy to share knowledge with colleagues.
Proactive in identifying and resolving issues and improving existing processes

Development & Progression
Onboarding: We offer a thorough and supportive induction process. We believe it is important that every employee understands how Raytec operates and how their role contributes to our success. 
Growing in the role: Employees have monthly 1-2-1s and are encouraged to complete Personal Development Plans. Expertise is highly valued at Raytec, and learning is at the heart of staff development.  Employees also have the chance to contribute outside their day-to-day via participation in employee-led action teams.
Where it can lead: Raytec has ambitious growth targets with opportunities in many areas arising every year. Opportunities are given to those who demonstrate our key values, show passion for their goals, and who share a vision for the future.  Vacancies are advertised internally and everyone is encouraged to apply, whatever their department.
Reward & Benefits
Competitive salary
Attractive bonus scheme 
Company stakeholder pension
Healthcare & Wellbeing Scheme
25 days’ holiday, plus bank holidays
Additional leave for long service starting at 2 calendar years
Cycle to Work scheme
The Raytec Employee Club (TREC), with social events, sports activities and parties
Free onsite monthly catering
Long service incentives and rewards including vouchers and events
Discounted gym membership (Places Leisure)

Equal Opportunities
Raytec Ltd is an equal opportunity employer, in line with our Diversity, Equality & Inclusion policy. We select on aptitude and ability alone and welcome applications from everyone. We will make reasonable adjustments at any stage of recruitment. 
To Apply contact: Michelle.Spinks@raytecled.com 	Visit our website at www.raytecled.com 
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