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JOB DESCRIPTION
Post Title:

Assistant Finance Manager
Purpose:


To support and deputise for the Finance Manager in the provision of efficient financial services across the College.
Responsible to:

The Finance Manager
Responsible for: The Finance Officer

Liaising with:

Relevant staff with cross college responsibilities, including; Senior Leadership Team, College Management Team, budget holders and external agencies (including auditors, Barclays Bank, Sage, Cintra, ParentPay, suppliers and customers).
Working Time:

8.30am to 4.30 pm Monday to Friday, full time full year
Grade: 
                             NJC Support Staff Pay  Spine Point 18-24 .£32,259  - £38,353 


Main Duties and Responsibilities:
To supervise and assist the Finance Officer processing financial transactions. Assisting the Finance Manager to produce regular financial reports, including the monthly management accounts, annual budget and financial statements. To assist in the checking and preparation of the monthly payroll.  To communicate effectively with the Finance Department’s internal and external customers. 

	Sage Accounting System

· To maintain the Fixed Asset register by posting depreciation, inputting new assets onto the fixed asset register, reconcile and produce reports monthly.

· To prepare accruals and repayments schedules, prepare and post the journal and reconcile monthly.
· Prepare the monthly and post monthly journals.

· Reconcile key control accounts monthly.

· To control the Deferred Capital Grant Account. 

Supervise and support the Finance Officer: 

· To process orders for goods and supplies from authorised requisitions and liaise with suppliers as necessary, including checking goods received and dealing with discrepancies.

· To check the accuracy of invoices, matching these to purchase orders and obtaining the necessary authorisation prior to input. When checked, to ensure that invoices are processed in a timely and efficient manner.

· To chase up outstanding invoices with budget holders and secure a prompt return.

· To complete a weekly reconciliation of supplier statements with outstanding balances on the purchase ledger.

· To raise sales invoices upon the receipt of an authorised invoice request form.

· To produce and process payment runs for the BACs payment system.
· To print off daily bank statements and ensure all transactions are recorded.
· To input sales receipts/remittances.

· To undertake a monthly bank and petty cash reconciliation.

· To input monthly recharges for Reprographics.

Other Finance Duties
· To support with the processing of the College’s student income system, ParentPay

· To reconcile receipts from the College’s charity events.
· To control grant income and expenditure, prepare and submit grant returns.
· To maintain a list of Budget Holders and send monthly budget reports.


	Finance 

· To assist and produce the monthly management accounts,
· To analyse and journalise the monthly payroll.
· To assist with the production of the annual budget
· To assist with the submission of reports/returns to the College’s funding body
· To assist with the production of the Financial Statements and dealing with audit queries.
· To deputise for the Finance Manager 
· To assist with the production of ad hoc reports.
Payroll

· To check the monthly payroll, ensuring staff are paid accurately,
· To provide cover for the monthly preparation and processing of payroll.
Banking

· To authorise bank reconciliations monthly,

· To analyse and prepare journal for bank transactions,
General Tasks:

· To participate in the College enrolment process.
· To answer telephone, face to face and email enquiries from staff, suppliers, students, parents/carers and other stakeholders pertaining to the business of the Finance Department with due reference to confidentiality at all times.

· To provide cover for other duties within the department as and when required.

	· To assist with evening/weekend activities and functions and other events as required

	· To be aware of and comply with the College’s policies and procedures

	· To be aware of equal opportunities and to demonstrate these principles in all aspects of work

	· To understand the college’s Safeguarding and Health & Safety policies and to work within their guidelines


Staffing:
· To undertake staff development where appropriate.
· To undertake an appropriate accounting qualification

· To take part in the College’s Appraisal Process.
Quality Assurance:
· To ensure the effective operation of quality assurance systems.

· To contribute to the process of the setting of targets within the department and to work towards their achievement.

· To assist with the implementation of College quality procedures, especially through contribution to the self-assessment process.
Communications:
· To ensure familiarity with the department’s aims and objectives.

· To liaise with relevant external bodies as appropriate.

Marketing and Liaison:
· To contribute to the College liaison and marketing activities.

· To link with external agencies as appropriate.

Management of Resources:
· To contribute to the maintenance of an attractive working environment in your area.
Other:
· To support the aims and objectives of the College.

· To attend meetings as appropriate.

· To undertake any other duties the Principal or his designated alternate may reasonably direct from time to time within the context of the St John Rigby College contract.

· This Job Description is subject to periodic review and amendment.

	It is agreed that the above is a brief and concise description of the above job.
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	Peter McGhee
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