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IDS Media Group Ltd

K2 WIN Business Centre, Newry, Co. Down BT35 6PH
SYMBOL 40 \f "Wingdings" 028-30254700 Fax 028-30254701

Email: recruitment@IDSMediaGroup.com
Home Page: http://www.IDSMediaGroup.com

Finance Assistant - Placement
Company Background

IDS Media Group is a Newry (Co. Down) based marketing and publishing group.   The company was started in 1994 by an University of Ulster graduate as a database company supplying business information on businesses in Ireland to the international direct marketing industry.  IDS is a dynamic, entrepreneurial, indigenous company and is the parent company of several publishing subsidiary brands such as LINK Directories, NI Phone Books, Local Media and Seller Publishing.   Each of these businesses uses the company’s information and expertise to create business directories and other local media.   In 2008, the same information was developed into the very successful www.LocalLINK.ie and syndicated web sites, attracting currently over 6 million searches a year.  
The business is a local business committed to helping other local businesses throughout the UK and Ireland.   The company’s vision is to make the small business directories and the internet a cost-effective and affordable place for small businesses to advertise, and to make it accessible to everyone.   The company culture is high-speed, egalitarian and industrious.   
Job Description

A placement student in the company will be treated as a normal employee.  Respect from your co-workers and managers will be earned by the dedication to the company and accomplishment of the roles you are assigned (Your course will carry no weight with your co-workers).  You will be expected to get involved and complete meticulously any task assigned to you.  

Initially you will be involved in Office Administration tasks including answering the telephone, sorting of mail, facilitating visitors and clients, and customer service duties.  The purpose of this is to induct you into working role and to train you on the importance of these basic work tasks. 
This will move on to Sales Support including sending out invoices, information etc., to customers, data input of customer details, stock control and ordering of stationery.   This is the first introduction to the sales environment and is designed to show you the importance of pre-sales and marketing to the sale effort. 
You will then move on to Finance Assistant.  This could involve anything that would be expected to financially control the company.   The role will involve the use of SAGE line 50 to record and allocated 100s of sales invoices and company purchases.   There will be opportunities to produce P&Ls, Balance Sheets, Cashflow forecasts,  financial ratios, auditing bank statements and ensuring that all sales, discounts, and other financial transactions from Credit Cards to Paypal are correctly recorded and reported.   You should hopefully have experience of the legal actions involved in pursuance of non-payers and payroll production.  Practical application of the financial modules of your course would be very well practiced in this role.  
Remuneration: Return weekly Bus/Train fare from local accomodation (or similar Petrol Allowance)
Person Specification

An ability to communicate orally especially on the telephone, with confidence and sensitivity.  

An ability to communicate in written form.

Demonstrate/use your initiative to work both independently and as part of a team.

A good working knowledge of Microsoft packages is essential and SAGE accounting software.
A UK Licence (or permission to drive in the UK) would be advantageous
Work Dress: Summer Business 
Working Hours:  ~9am to 5pm (subject to Bus/Train Times)  Monday to Friday – Closed July Holidays week
Application:  ASAP, by CV and cover letter detailing what you will bring to the company.   

