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JOB DESCRIPTION

	Post Title:
	Finance Assistant

	Department:
	Finance
	Salary:
	£21,000 (pro rata)

	Responsible to:
	Finance Manager 

	Functional links with:
	Parents, Governors, Teaching Staff, Suppliers, Auditors and Outside Agencies

	Main purpose of the job:

As our Finance Assistant you will assist the Finance Manager in the day to day running of the department. Main duties will include managing Accounts Payable (AP) and processing purchase orders. Managing the School payment platform (ParentPay) for sundry expenses and carry out credit control by email and phone.
To act as a first point of contact for prompt query resolution in relation to ParentPay, Purchase orders and Invoices/Supplier queries. 


	Our ideal candidate 
If you are an enthusiastic and reliable individual looking for a role in accounting/finance with an analytical mindset and a strong understanding of double entry bookkeeping then this could be the role for you. 
We will expect the candidate to undertake other duties when he/she becomes habituated in the role. 



Duties and responsibilities

Parent Pay 
· Maintain an audit trail of credit control activities and collection history 
· Administration of ParentPay (Including parent queries and refunds)
Accounts Payable
· Code and check invoices 
· Process invoices on Sage
· Process staff expenses
· Ensure all invoices are authorised
· Check and reconcile supplier statements on a regular basis and request missing transactions as applicable.
· Point of contact for supplier queries
· Prepare payment proposal lists in accordance with supplier payment terms 
· Distribute remittances to suppliers after a payment run 
· File invoices and statements 

Accounts Receivable
· Supporting Line Manager with raising sales invoices on in school systems
· Support with fee collections/credit control
     
Purchase orders
· Process and record purchase orders in line with School procedures (Including updating Staff CPD spreadsheet where required)
· File purchase orders and supporting documents 
· Deal with purchase enquiries 
Petty Cash 
· Manage and record petty cash expenses
Banking 
· Collect and reconcile income from the School’s Catering department. 
· Process the banking for the School accounts 
· Assist with posting accounting transactions and bank reconciliations
· Allocating cash/cheque payments received to the Sales/Purchase ledger
Other/Administration duties 
· Assist the Finance Manager to ensure costs are allocated correctly to departments
· Reconcile the company credit cards and chase cardholders for missing invoices/receipts
· Create new students on Sage and create files
· Dealing pro-actively with queries
· Answer office phone and deal with queries accordingly 
· To collect and record card payments 
· Administration of ParentPay (Including parent queries and refunds)
· To undertake ad hoc tasks as required from time to time by the Finance Manager to assist in the general running of the Department.

Candidate requirements

Essential 
· Proficient in all Microsoft packages, intermediate or advanced level in excel.
· Must have good communication skills both verbal and written (email)
· Organised and demonstrate exceptional attention to detail and numerical accuracy 
· Have a proactive attitude and ability to work to deadlines
· Ability to work under pressure

Preferred but not essential (as training will be provided for the right candidate)
· Experience in supporting the Payroll in house 
· Knowledge on how to use the ParentPay platform 
· [bookmark: Administration_and_Assistance]Bookkeeping experience 
· Experience of using Accounting packages such as Sage line 50
· AAT qualified or working towards
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