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JOB DESCRIPTION

	JOB TITLE


	TEMPORARY FINANCE ASSISTANT (PART TIME)

	SCHOOL LOCATION
	Kingsbury School, Kingsbury, Tamworth  

	GRADE
	Grade E - £17,391 to £18,672 pa pro rata to weeks and hours worked – range is £8,015 to £8,605.  Required as soon as possible until 30 June 2019.

	HOURS
	20 hours per week, some flexibility with hours & days worked but must include a Thursday, term time only plus TTD. Full day’s working pattern is 8.30 am to 4.30 pm (with half an hour unpaid break)


Job Purpose

Under the direction of the Finance Officer, to assist in the maintenance of financial accounts for the School and ensure the school’s financial system is up to date.

Description of Duties and Responsibilities

1. Assist the Finance Officer by inputting and maintaining financial data on the school’s financial system (PS Financials), including maintenance of the Inventory through the school’s financial package (this will include the raising of purchase orders and invoices).

2. Access the school’s financial system and manipulate information to run reports as requested.

3. Assist in the maintenance of all appropriate accounting records on all school activities, including specific projects.

4. Assist with audit processes within the school providing support to other finance colleagues within the Trust where necessary. 
5. Providing an administrative and filing service to the Finance office.

6. Assist the Finance Officer and other finance colleagues within the Trust with the completion of end of year accounts.

7. Mark up deliveries to the School ready for dispatch to the relevant department of the establishment.

8. Notify staff of the arrival of orders and give authorisation for collection.

9. Liaise with the Finance Officer regarding all financial matters, deputising in her absence.

10. Record and control all petty cash transactions, ensuring appropriate authorisation has been granted.

11. Receipt money coming into the school.

12. Count, reconcile and prepare for banking any monies collected within the School.

13. Undertake related administration for the Musical Instrument Account.

14. Liaise with relevant teaching staff over School Trips, problem solving as appropriate.

15. Administer claims for travel allowance and bus fares from students.

16. Take telephone calls and messages and pass on as appropriate.

17. Alert the Finance Officer or Director of Finances and Operations if there is a difficulty in the completion of any of the above tasks.

18. Ensure that all customers, including students, staff, parents and other users, are provided with a quality and empathetic service.  Respond to unusual requests, such as assisting distressed students and dealing with emergency situations.

19. Provide cover to reception as required, including the provision of hospitality for visitors, as necessary.

20. Be aware of and comply with policies and procedures relating to child protection, health and safety and security, confidentiality and data protection, reporting all concerns to an appropriate person. 

21. Support and contribute to the overall ethos/work/aims of the school.

22. Participate in personal and professional development activities to meet the changing demands of the job, and encourage and support other staff in their development and training.

23. Attend and participate in relevant meetings as required.

24. Any other duties and responsibilities within the range of the salary grade.

25. To be accountable for promoting and safeguarding the welfare of students responsible for, or who in contact with.

26. Carry out the duties of the post with due regard to the school's equal opportunities policy, safeguarding, data protection, finance and health and safety procedures.

27. Undertake all necessary training required by the Trust.

28. You may be required to work in any of the employer’s academies for temporary periods.
Responsible to:
Finance Officer/Director of Finance and Operations
Date Reviewed:
November 2018
