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Job Description
Finance Officer / Administrator
Location: Yeadon, Leeds LS19 (Office-based, 3 days per week. Additional hours will be periodically required to meet financial deadlines).
Reports to: Operations Manager / Managing Director
Salary: Competitive, dependent on experience
Contract: Permanent, Part-time
About Opticaid UK
Opticaid UK is a long established, family run eyewear business based in Yeadon, Leeds. We design, source, and distribute high quality reading glasses, sunglasses, and optical accessories across the UK and Europe. We’re a friendly team who value initiative, reliability, and accuracy. As we continue to grow, we’re looking for an experienced Finance Administrator / Officer to take ownership of day-to-day financial operations and support the smooth running of the business.
Purpose of the Role
This role is a key position - you will be responsible for the financial processes of Accounts Payable, Accounts Receivable, credit control, reconciliations, and reporting, as well as preparing the data for VAT and statutory accounting deadlines. You’ll bring strong finance skills combined with a proactive, flexible approach suited to a small, growing business.
Key Responsibilities
· Manage Accounts Payable and Accounts Receivable, including some customer invoicing, posting payments, and maintaining accurate records.
· Perform bank and credit card reconciliations, and monitor cash flow.
· Process and allocate online sales transactions, including Amazon Seller Faire, Ebay and WooCommerce orders.
· Maintain accurate ledgers and nominal accounts in Sage 50.

· Oversee credit control, including issuing reminders and managing overdue accounts.
· Prepare data for quarterly UK VAT returns and bi-monthly Irish VAT returns.
· Liaise with external accountants for quarterly and annual accounts.
· Prepare accurate financial data to assist our external accountants produce quarterly management accounts 
· Calculate sales agent commissions and manage royalty payments for licensed goods.
· Assist in producing management information and financial reports to support decision-making.
· Identify opportunities to improve financial processes and controls.
· Occasional raising of Sales Orders, along with processing stock adjustments after raising credits
Skills, Experience & Competencies
Essential:
· Similar experience in a finance or bookkeeping role. 
· Strong working knowledge of Sage 50 Accounts package.
· Competent with Microsoft Office Suite, particularly Excel and Outlook.
· Experience managing Accounts Payable, Accounts Receivable, and credit control.
· Excellent numerical accuracy and attention to detail.
· Strong organisational skills and ability to meet deadlines.
· Flexible, hands on approach with a willingness to take ownership, learn and develop new systems and working practices.
· Experience of preparing financial data to submit a VAT return.
· Clear communication skills and a collaborative mindset.
Desirable:
· Experience managing multi-company and multi-currency accounts.
· Knowledge of postponed accounting for imports.
· Knowledge of international payments
· Experience working with Amazon Seller and on-line platforms.
· Knowledge of PayPal and Opayo payment platforms or similar
· Familiarity with preparing information for statutory accounts.
· Interest in continuous improvement and process efficiency.
Personal Attributes
· Approachable, professional, and reliable.
· Enjoys working in a small, close-knit team environment.
· Able to work independently and use initiative.
· Calm under pressure during peak financial periods. Flexibility to work occasional additional hours in order to meet deadlines
· Takes pride in producing accurate, high-quality work.
What We Offer
· Permanent, part-time position ( 3 days per week – Additional hours may be required to meet periodic financial deadlines).
· Friendly, supportive working environment within a family-run business.
· Opportunity to make a genuine impact and continue to help improve systems/processes.
· Competitive salary based on experience.
How to Apply
If you’re a hands-on experienced financial individual who values accuracy, teamwork, variety, and would like to make a difference, we’d love to hear from you. Please send your CV and a brief cover note to gillian@opticaid.net by 5th May 2026.
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