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Dormers Wells Infants School and Dormers Wells Junior School
Job Description
Post Held: Finance Assistant
Salary Scale: Grade 5
Main purpose of the job:
Under the guidance of the Office Manager and DWLT Finance Manager, to be responsible for undertaking financial processes within the school.

Duties and responsibilities 

Main responsibilities and tasks
· To lead on all matters relating to Accounts Payable and Accounts Receivables, including processing, paying and reconciling invoices, account and delivery queries and departmental charging, raising invoices.

· To actively participate in ensuring procedures are adhered to before, during, and at Year End for a financial year, including the posting of journals and yearend adjustments.

· To liaise with budget holders as and when required to ensure effective financial management and adherence to DWLT financial processes

· To deal with all financial matters relating to school meals, school trips and extended provision

· To prepare and maintain financial and contractual documentation, including a contracts list

· To maintain and analyse information for contractual management, including working with suppliers to ensure effective contract performance and associated payments. 

· To promote the school for use by the local community to generate income and run the lettings programme (including the Children’s Centre).

· To identify, investigate, contribute to or submit applications for additional funding (revenue or capital) for the school or DWLT, working with the Office Manager and / or Finance Manager as appropriate. 

· To maintain the school fixed asset register. 

· To submit and follow up with any insurance claims.

· To prepare information for the external audit and extended assurance inspections. 

· To ensure schools are compliant in meeting all regulations and processes for internal and external audits and inspections.

· To produce trip income and expenditure reconciliation statements.

· Assist the Finance Manager in producing and submitting VAT returns.

· Responsible for safekeeping and banking.

· To work with the Finance Manager to ensure building and site works are effectively planned and carried out according to the maintenance programs.

· To work with the Finance Manager in ensuring compliancy of all building, Fire, Health & safety checks, audits and site surveys.

Additional Responsibilities

· Take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Designated Safeguarding Lead.

· Comply with DWLT and school policies and contribute to their evaluation and development.

· Contribute to the overall ethos, aims, and work of DWLT and its schools. 

· Keep abreast of current legislation and developments relating to your area of work.

· Proactively seek and participate in professional development, training and other learning activities. 

· Participate in performance management processes.

· Be a positive role model.

· Attend and participate in team, department, school or DWLT meetings as appropriate.

· Actively contribute to the school and DWLT self-evaluation processes and development of future improvement plans. 

· Carry out such particular duties as the Headteacher, Trust Finance Manager or CFO may reasonably direct from time to time. 

Note

Whilst every effort has been made to outline the main duties and responsibilities of the post, each individual task may not be identified.  Employees will be expected to carry out any reasonable request to undertake work of a similar level that is not specified in this job description.

This job description is not your contract of employment or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation.
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