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Job Description
	Job Title: 
	Finance Administrator 

	Reporting to:
	Financial Operations Manager

	Location: 
	Home based 



	Main Purpose	

	To support the Financial Operations Manager to ensure that all supplier invoices are processed and paid in a timely manner and ensure all financial processes and procedures are adhered to.



	Key Accountabilities	

	· Accurate and timely processing of invoices and payments 
· Manage vendor relationships, Responding to inquiries and resolving payment discrepancies



	Key Duties

	· Process and pay supplier invoices
· Resolve supplier invoice queries
· Ensure that supplier statements are reconciled on a timely basis and resolve discrepancies 
· Assist with bank reconciliations
· Assist with month end accruals, prepayments and processes
· Prepare weekly payments runs
· Work closely with other departments and schools to resolve invoice and payment issues 



	Knowledge, Skills and Experience	

	· Experience of working in a finance team
· Able to work accurately with strong attention to detail
· Able to work to deadlines
· Good team working skills
· A flexible and adaptable approach with a “can-do” attitude
· An outgoing and confident character with excellent communication skills and a good telephone manner
· Good Excel & Word skills
· GCSE Maths & English grade 4, or equivalent



	
Requirements of Role	

	· Ability to handle confidential information in a discreet and professional manner.
· Willing to help other members in the finance team and display initiative.
· The role is home based with weekly visit to the office and occasional travel to sites.



	Additional Information	

	As part of the Aurora Group everyone is:
· expected at all times to behave and act in a way which promotes and contributes to the overall aims, values and ethos of the Company. 
· required to participate in regular training and other learning activities, and in supervision, appraisal and development as required by the Company’s policies and procedures
· required to participate in any relevant current and new legislative and regulatory activities as may occur from time to time
· required, through personal example and clear action, to demonstrate commitment to equality and diversity ensuring equality of access and treatment in employment and service delivery to all.
· Required to promote The Aurora Group’s Health and Safety at Work Policy and Procedure and ensure these are implemented effectively.
· The Aurora Group takes seriously its responsibility for safeguarding and is committed to safeguarding and promoting the welfare of children and young adults. Therefore, everyone employed by the Aurora Group is expected to share this and act accordingly by applying organisations policies and procedures and attending regular safeguarding training.


This job description sets out a summary of the key features of the role. It is not intended to be exhaustive and will be reviewed and amended periodically to ensure it remains appropriate for the role.
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