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Job Description

Our school is committed to safeguarding and promoting the welfare of children and young adults and expects all staff and volunteers to share this commitment.


	
Post title:

Hours of work:

Remuneration:

Responsible to:

Start Date: 

	
Finance Assistant

Full Time, 40 Hours, All Year 

£ 25-35k per annum (commensurate with experience)

CFO

Immediate Start Available 


	
Main Responsibilities


	
Accounting: 
· Maintain the school’s general ledger (incl. journal processing), preparing, examining, and analysing month end, quarterly and annual reporting.
· Accounts Payable: 
· Check all invoices against the appropriate financial authority and budgets.
· Ensure all invoices and payments are coded accurately and all relevant paperwork is completed.
· Processing supplier payment runs and monitoring all periodic payments.
· Accounts Receivable:
· Issue invoices to parents and other parties for the collections of lettings or outstanding debts.
· Follow up on outstanding invoices in accordance with the school’s policy.
· Reconcile all payments received and ensure they are coded accurately.
· Balance sheet and bank reconciliations, and intercompany postings.
· Completing VAT returns.
· Follow all set financial policies and processes. 
· Assisting in the preparation of and monitoring of the school’s budgets.

Auditing: 
· Support the Finance team with external auditors, taking the lead in facilitating the arrangements for all audit requirements for your school. 
· Provide accounting information and schedules in connection with the production of the annual financial statements for the group and respond to Auditors’ queries.
· To provide full audit support to external auditors including maintenance of audit information on an ongoing basis.

Travel:
· Occasional travel within the UK to our partner schools, including monthly visits to our Head Office in High Wycombe, may be required.

General: 
· To effectively manage relationships with internal and external service providers and to ensure the necessary service standards are delivered.
· Provide ad hoc reporting as required.
· Provide suitable cover for colleagues' absences and develop a working knowledge of all the department's jobs.
· Document processes and work with colleagues to identify, promote and implement improved ways of working.
· Participate in Finance projects, with a particular focus on improving value for money.
· Any other duties as directed by the CFO.

This job description is not intended to be a comprehensive statement of procedures and responsibilities, but instead sets out the principle expectations of the school in relation to the post holder’s professional responsibilities and duties. We are looking for an individual who is adaptable, flexible and willing to carry out the wide range of duties that are likely to be required to make a success of this role.

	
Person Specification	

Our school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable
	Method of 
assessment

	
Qualifications:
	· A-Levels Maths

	· Bachelor’s degree
	Production of the 
Applicant’s certificates


	
Experience:
	· Possess excellent IT skills with a good understanding of Microsoft Office packages, particularly proficiency in Excel, including working with formulas, with the ability to confidently manipulate large amounts of data.

· Able to demonstrate excellent understanding of accounting principles, double entry bookkeeping and transactional finance, including detailed reconciliation work. 

· Experience of high volumes of transactional processing preferably within a large, complex organisation.

· Very high standards of accuracy and attention to detail. 

· Strong communication skills
	· Has worked within a school environment. 

· Experience using Xero. 

· Experience of preparing sales invoices
· Double entry bookkeeping 

	CV

Interview

Professional references

	
Knowledge:
	· Knowledge of accounting systems and financial management
· Good knowledge of Excel (Intermediate)

	
	Contents of the Application Form

Interview

Professional references


	
Personal competencies and qualities:
	· Ability to work with a high level of accuracy, discretion and confidentiality. Ensuring the safekeeping of all monies and records.
· A positive attitude, an eagerness to learn on the job, act on own initiative and continuously improve processes and outputs.
· A collaborative nature with the ability to work as part of a team, in person and in satellite offices.
· Ability to prioritise workload and work to deadlines
· Excellent written and verbal communication and presentation skills 
· Able to Travel to Head Office in High Wycombe on a monthly basis and occasional travel to other schools in the group as required. 


	
	Contents of the Application Form

Interview

Professional references
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