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Conisborough College 
Aspire, Believe, Succeed
______________________________________________________


JOB DESCRIPTION

POST: Finance Administration Assistant

GRADE: Scale 4

HOURS: 35 hours per week – Term time only 42 weeks

Responsible to: Finance Manager
Working Hours: 9:00am – 5:00pm 

(1 Hour -Lunch) 
Main purpose of Post

To be a member of the support staff team in providing effective financial and administrative support to the school.

Organisation

· Contribute to the planning, development and organisation of the administrative support service systems, procedures and policies.

· To administer first aid to pupils, making necessary entries in the first aid book; informing parents if pupils need to go home and keeping the Headteacher’s PA/Office Manager informed of cases where an accident report may be necessary

· To carryout duties across the administrative teams to ensure a smooth and efficient deliverance of service to all stakeholders.

· To support the Finance Manager in the effective day to day management of the school’s financial systems and procedures.

· To personally meet deadlines set 

Summary of Responsibilities and Personal Duties

1. Financial Procedures

· To be responsible and ensure all invoices received are correctly and promptly processed according to the agreed procedures

· Photocopying of all original invoices received from suppliers

· Attaching “authorisation” slips or stamping to copy invoices

· Distributing to the respective member of staff/department.

· Filing of all original invoices together with the copy of original order and delivery notes

· Tie-up signed authorisation slips with the original paperwork

· Raising and dispatching of cheques to the suppliers within the specified period and investigate missing or incorrect invoices.

· Liaising with suppliers where necessary, i.e. regarding outstanding payments, chasing up any outstanding invoices, checking suppliers statements etc.

· Inputting data onto the computerised account system e.g. invoices, petty cash, income, recharges/journals and orders/commitments.

· Counting of any monies received i.e. trips, departmental income etc.

· To be responsible for the receipt, safekeeping and logging of all monies received by the school and prepare for banking promptly.

· To assist in the monthly reconciliation of school bank accounts

· To ensure that all financial systems and procedures are consistently adhered to as instructed by the FM, most recent audit report, the LEA and in accordance with statutory financial regulations.

· To assist in the administration petty cash in accordance with the agreed procedures.

· To administer reward vouchers in accordance with the agreed procedures

· To comply and assist with the development of procedures relating to financial processes.

Budget Monitoring

· To prepare financial reports as required and to assist the FM in monitoring the budget for preparation to the governors finance, Pay and Resource Committee.

· To prepare financial reports for budget holders to ensure that budgets are adhered to.

· To effectively use the school’s financial computer systems to assist budget monitoring.

Administration

· To provide general admin support e.g photocopying, filing, faxing, complete standard forms, respond to routine correspondence with the LA and outside agencies.

· To use a variety of machines in the administrative office and other offices.

· To ensure proper management of the filing of the accounts.

To input data and manage the schools meals system communicating with third parties.  Through usage, explore the improvement of the current meal system for smooth operations in liaison with the Finance Manager.  To provide support to pupils, staff and visitors as required and produce the necessary reports to the catering team and supplier.  

Resources

To operate relevant equipment and complex ICT packages

· Maintain stock and supplies, cataloguing and distributing as required.

· Undertake research and obtain information to inform decisions.

· To research items for procurement and carry out market testing for best value
· Undertake general financial administration.

Additional Duties

· To play a full part in the life of the schools community to support its mission and ethos.

· To work in a supportive manner facilitating a team approach within the administrative department.

· Provide advice and guidance to staff in relation to budgetary information.

· To participate and be involved in and accountability for performance management

In carrying out all duties of the post, promote and operate within the schools equal opportunity policy

In carrying out all aspects of the post have due regard to health and safety at work legislation. 

To have due regard for Safeguarding and the promotion of the welfare of children and young people in line with the school’s safeguarding policy.

To administer first aid

· To carry out any other duty as may be determined as necessary and within the competence of the postholder by the FM, SBM or Headteacher.

Responsibilities

· Comply with policies and procedures relating child protection, health and safety and security, confidentiality and data protection reporting all concerns to the appropriate person.

· To be aware of and support diversity and ensure equal opportunities for all.

· Assist with marketing and promotion of the school at all times

· Contribute to the overall ethos and aims of the school

· Establish constructive relationships and communicate with other agencies and professionals

· Attend and participate in regular meetings.

· Participate in training and other learning activities and performance development as required. 

· To implement change and innovation with a creative spirit

· Support the schools mission statement.

Equalities

Ensure implementation and promotion in employment and service delivery of the councils equal opportunities policies and statutory responsibilities.

	This job description allocates duties and responsibilities but does not direct the amount of time to be spent on carrying them out and no part of it may be so construed.

This job description is not necessarily a comprehensive definition.  It will be reviewed annually. The job description is current at the date shown but, in consultation with you, may be changed by the School Business Manager, to reflect or anticipate changes in the job commensurate with the salary and job title.
_____________________________________________________ Signature

______________________________________________________ Date
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PERSON SPECIFICATION

Finance Administration Assistant

The Person Specification is a picture of the skills, knowledge and experience required to carry out the job.  It will be used in the shortlisting and interview process for this post. 

EXPERIENCE [Essential Requirements]

Experience of working as a Finance Administration Assistant and understanding the importance of policy and procedure.  Experience and knowledge of school systems would be an advantage

· Knowledge and experience of financial management.

· Experience of development, management and operation of administrative systems. 
· Previous knowledge/experience of working in a school environment would be an advantage

QUALITIFICATIONS/TRAINING [Essential Requirements]
Possess appropriate qualification NVQ 2 or equivalent qualification or experience in relevant discipline.

· Very good numeracy/literacy skills

KNOWLEDGE/SKILLS [Essential Requirements]

· Effective use of ICT and other specialist equipment/resource

· The ability to use a computerised accounting package essential and knowledge of RM Finance desirable

· Working knowledge of relevant policies/codes of practice and awareness of relevant legislations and financial regulations

· Be able to use office equipment effectively and efficiently and other specialist equipment/resources

· Ability to maintain accurate accounting records

· Experience of managing and recording income with accuracy, efficiency and integrity and ensuring funds are bank correctly in line with procedures.

· Attention to detail and accuracy is vital

· Able to carry out administrative tasks with efficiency and keep accurate records

· Ability to work as a member of a team (preferably within the environment of a school) supporting and covering as and when required.

· Ability to communicate well with both students and staff, at all levels. 

· Aptitude/ability to work under pressure while maintaining a pleasant and tactful attitude

· Ability to organise and prioritise workload

· Ability to be flexible and adaptable

· Ability to work in a methodical manner and evidence of pro-activity and excellent administrative and financial skills

· To attend training courses, enhance knowledge and recognise own training needs.

· To carry out first aid 

· Show evidence of continued professional development. 

· Be able to deal discretely with confidential information.

CIRCUMSTANCES

· The person undertaking this post must have a current enhanced DBS. If a candidate does not have this status then they will be required to complete an application only if recruited to this post.

EQUAL OPPORTUNITES

· An understanding of and commitment to the School’s and Local Authority’s Equal Opportunities Policy and an ability and willingness to promote equality of opportunity through duties of the post

· PHYSICAL

· Generally must meet the London Borough of Lewisham requirement for the post.
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