
finance and 
operations assistant

Job Summary
Reporting to the Finance and Operations Manager, the Finance and 
Operations Assistant plays a key role carrying out financial and 
operational administrative tasks on a day-to-day basis to ensure the 
smooth-running of the department and wider business.

About Akixi
Akixi is a fast-growing and 
profitable privately-owned 
company based in Crawley, 
West Sussex. Our portfolio 
of cloud-based real-time call 
and contact analytics is 
delivered through our 
network of IT and telecoms 
partners around the world 
and we have over 5,000 
active customer sites 
globally.

We are proud to have been 
recognised within the 
industry, winning the 'Best 
Analytics Platform' in the 
UC Today Awards 2020 and  
'Best Call Management 
Solution' in the Comms 
National Awards 2020. Akixi 
is part of the Cisco Partner 
Ecosystem and a member of 
the Cisco Solution Partner 
Program.

www.akixi.com

What Will The Successful Candidate Be Like?
You will have at least two years’ experience in a similar role, be 
qualified to AAT level 2, and be an excellent communicator with strong 
attention to detail and high competency in spoken and written English.

This role would be suitable for someone who is organised with a 
confident nature and is process driven. You will be quick to learn, keen 
to get stuck in, and demonstrate an understanding and interest in how 
business processes feed each other.

This is a wonderful opportunity to join a small friendly team and be 
part of a successful and growing organisation.

How to Apply
Email Jacquie Griffey at 
personnel@akixi.com with 
your CV and a covering 
letter stating why you want 
the role.

Location: Crawley, West Sussex, UK
Job Type: Full-time, permanent
Salary: £25,000 (subject to experience)
Reports to: Finance and Operations Manager



www.akixi.com

• Order processing and provisioning

• Raising sales quotes, invoices, and credits

• Assistance with monthly billing run

• Upload monthly direct debits

• Credit control

• Purchase ledger processing

• Onboarding new customers

• Daily, weekly, and monthly billing changes
analysis

• Bank reconcilliations

• Adding sales leads to CRM

• Monthly sales graphs and statistics

• Undertake project work as requested
• Any other duties as required

Qualifications and Experience

Agencies
Recruitment agencies and other recruitment product 
providers who are registered on our Preferred 
Suppliers List and have agreements with Akixi 
Limited will be the only agencies and recruitment 
service providers we will use.

Please do not forward speculative CVs to Akixi 
Limited or its employees without prior authorisation. 
Akixi will not pay any fees related to candidates that 
have been introduced by suppliers not on our 
approved list.

Key Responsibilities

Sales and Finance Administration

General Office Duties
• Purchase order processing

• Answering telephone

• Petty cash posting

• Stationery orders

• Facilities duties

• Organising employee travel and hotel
arrangements

Health and Safety

• Maintain First Aid box supplies

• Undertake First Aid training

• Undertake Fire Warden training

Additional Duties

Essential
• Minimum two years' office experience in a 

finance or administration role

• AAT level 2 qualified or similar

• Excellent English communication skills, 
verbally and in writing

• Confident nature and ‘can do’ attitude

• Experience and understanding of business 
processes

• GCSEs in English and Mathematics at 
grade C or above

• Excellent Microsoft Office skills, especially 
Excel and Word

• Ability to liaise well with others

• Ability to work on own initiative

• Flexibility and adaptability




