Job Description

School Finance Assistant

Grade: Scale 4

Hours: 30 hours per week term time plus 2 weeks during school holidays
Responsible to: Office Manager
1. Job Purpose:

· To provide administrative and financial services to the school. 
· To follow all school’s procedures, ensuring highest standards of service, integrity and confidentiality to children and staff 
2. Description of Duties:

1. To operate the school’s financial information system in accordance with the local authority and DFE financial standards and the school’s Finance Policy. 
2. To process all orders and payments using the school’s information management system (SIMs), including: 

a. entering purchase orders on the FMS module and following up orders with suppliers 

b. certifying accuracy of and printing orders 

c. stamping and coding invoices in preparation for Head Teacher to authorise payment 

d. entering invoice data in FMS module 

e. printing cheques 
3. To cover early morning Reception duties daily

4. To provide financial information for the Head Teacher as required. 
5. To collate all paperwork connected to order in compliance with financial regulations. To ensure that principles associated with best value are applied to all school transactions 
6. To keep abreast of any financial changes relating to school systems

7. To have a good knowledge of Microsoft Office Suite (especially Excel). 
8. The post-holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.   
3. Other:

Civil and Other Emergencies:

· To support the School’s role in planning for and responding to emergencies using skills/expertise of the post holder, and in accordance with the schools emergency procedures. To provide emergency contact details for the purposes of emergency and service continuity plans.
I.T.:

· To use the school’s office-based and mobile IT services for the input, access and transmission of information using the appropriate level of information security and classification through the use of electronic mail, diaries, word-processing, spread sheets and databases as well as any specific job-related applications as required to carry out the duties of the post

Information Management:

· To comply with information rights legislation and the school’s data quality standards by applying information management related policies

· To report instances of non-compliance, errors, omissions or inadequacies in procedures to the Head Teacher

Equal Opportunities: 

· To know and adhere to the school’s equal opportunities policy and equalities legislation and implement in relation to job responsibilities in employment and service delivery
Health and Safety:
· To take reasonable care for his/her own health and safety and any other person(s) who may be affected by his/her acts or omissions at work, in accordance with the Health & Safety legislation

· To co-operate with the school insofar as is necessary to enable it to comply with its duties under relevant health and safety legislation.

Safeguarding of Children Young people and Vulnerable Adults:
· To be aware of and work in accordance with the school’s child protection policies and procedures in order to safeguard and promote the welfare of children and vulnerable adults and to raise any concerns relating to such procedures which may be noted during the course of duty.
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