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A community of inspiration, excellence and opportunities for all to grow
	JOB DESCRIPTION

	Job Title
	Finance & Administration Assistant
	Job reference
	SS101

	Post Holder
	
	Reports to
	Finance Manager

	Grade
	Band E points 18 – 21
	Hours/week
	37

	
	
	Weeks/year
	39



PURPOSE AND RESPONSIBILITIES
As part of a multi-disciplinary team, working under the direction of ACET’s Senior Finance Officer and locally Shirebrook’s Finance Manager, you will contribute primarily to all aspects of a highly professional, effective and efficient finance function, also contributing to HR administration and the wider academy administration team, including reception.  The role is based at Shirebrook Academy and on occasions you will also contribute to the wider ACET team in the same capacity. 

MAIN DUTIES

Finance

· To use management information systems for recording and retrieving information, including production of spread sheets, databases, accounts and other information as required.

· To contribute to information to enable accurate processing of BACS and other payroll related matters

· To contribute to providing / inputting accurate and timely information needed to support the day to day finance, administrative and year end procedures

· To contribute to amending information within deadlines to support the day to day finance and administration business of the trust

· To contribute to the provision of accurate reports on committed and actual expenditure to colleagues as required

· To contribute towards the efficient collection, checking, balancing, recording and banking/collection of all monies

· Contribute to the provision of a range of financial/administrative information to colleagues as required

· In accordance with the requirements of the Academies Financial Handbook and Best Value, to assist in efficient purchasing, ordering, receipt and processing of invoices for materials, goods and services for the academy

· To operate petty cash in line with the academy / trust regulations

· To produce an accurate costing for goods/services, chargeable to parents/carers – such as: educational visits; sale of revision materials; sale of equipment

· To contribute to the completion of statistical and other returns, as necessary

· To use the trust’s ICT / software systems for recording and retrieving purposes as required
Human Resources
· To support with the recruitment process, including scheduling and booking of interviews, liaison with the candidates and the associated administration
· To support with the staff appointment process, including process staff appointment documentation for successful candidates and pre-employment checks, such as references, DBS checks, evidence of qualifications etc.

· To administer staff absence reporting and recording

· To ensure electronic and manual HR records and information are accurate and up to date, including data entry and reporting

· To contribute to the maintenance of an accurate and up-to-date Single Central Record (SCR) in accordance with statutory requirements

· To support with the production of the School Workforce Census annual return

· To support the appraisal process for both teaching and support staff, ensuring documentation is accurately and securely stored and providing appropriate administrative support

· To contribute to the processing of staff changes, such as appointments, leavers, contract changes etc.

· To produce a range of HR letters, documents and correspondence 

· To support with the ongoing development of HR policies and procedures

· To take accurate minutes at meetings as required (e.g., investigations, disciplinary, grievance, capability etc.)

Administrative Support for the Academy / Trust

· To undertake general reception duties, including answering the telephone, receiving visitors to the academy and answering routine enquiries

· To process incoming and outgoing mail or electronic communication, assisting in the opening, sorting and distribution to relevant personnel

· To prioritise daily/weekly/monthly tasks and ensure accurate and timely completion

· To draft and word process documents (ensuring the layout reflects the corporate academy and trust style) 

· To maintain office records, filing systems etc.

· To provide support for the organisation of meetings, such as room bookings, refreshments etc.

· To use reprographic, office and IT equipment as required

· Develop and maintain effective working relationships with staff and students across the academy

· Provide support for academy / trust events, e.g. plays, concerts, etc.

GENERAL

· Attend relevant courses and actively seek to broaden knowledge and skills relevant to responsibilities

· Requirement on occasions to work additional hours and or overtime, which will be paid at the appropriate rate

· Be familiar with and comply with all relevant Health and Safety, Operational, Personnel, Data Protection and Financial Regulations, policies and procedures.

· Ensure equality of opportunity is afforded to all persons both internal and external, actively seeking to eliminate any direct or indirect discriminatory practices / behaviour

· Other duties and responsibilities commensurate with the grade of the post which may be required from time to time 

· Liaise with colleagues in other academies in matters of common interest

MONITORING OF STUDENTS 

· Ensure students enter the dining halls in a safe and orderly fashion

· Monitor students on the academy site during lunchtime and other times as appropriate

· Monitor students in the medical room

This job profile may be subject to modification or amendment after consultation with the post-holder.

You will be based at Shirebrook Academy but there may be a requirement to work in other academy locations within the Trust. The employer for all positions with Shirebrook Academy Aston Community Education Trust

We are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment
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