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Job Description

Job Title:		Finance Assistant 
Reporting to:		Finance Officer
[bookmark: _Hlk102464028]Salary:			£11,392-£17,963 (Range SCP 5-8, depending on experience)
			Full time, Term time only plus 2 weeks
Hours:			Between 20 and 30 hours per week (8.15am start)


Job Purpose
Administering and monitoring the Academy Trust’s finance system ensuring that the finances are maintained in an accurate and timely manner.

Duties and Responsibilities
· Purchasing - Processing and emailing out purchase orders to suppliers, resolving purchase order queries for staff
· Checking supplier deliveries to purchase order records, highlighting any discrepancies to management
· Preparation of supplier statement reconciliations
· Processing supplier invoices, matching off invoices to purchase orders
· Administering the collection of Academy Trust income via the online payment system; ParentPay
· Weekly cash and cheque banking 
· Set up of new Academy Trust suppliers
· Input journals to the accounting system
· Raising sales invoices for the Academy Trust
· Processing supplier remittances from weekly payment runs
· Petty cash handling – dealing with cash requests for performances and events– processing of receipts and floats
· Processing Trust monthly credit card statements, checking against receipts
· Support all other aspects of the Academy Trust’s administration of Finances as required
· Keep up to date with current practice/regulations relating to the Academy Trust’s finance function

Generic
· To undergo any training/professional development required in order to perform the duties and responsibilities of this post efficiently and effectively.
· To promote and safeguard the welfare of children and young people you are responsible for or come into contact with.
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to the appropriate person.
· Be aware of and support equal opportunities for all and appreciate and support the role of other professionals.
· To undertake any other duties commensurate with the grade, deemed necessary at a particular time to ensure the smooth running of the Academy Trust.
· To maintain standards of quality in all areas of work
· To adhere to the ethos of the Academy Trust: 
· to promote the agreed vision and aims of the Academy Trust. 
· to set an example of personal integrity and professionalism.
· to attend and participate in relevant meetings as required.
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Person Specification

	
	ESSENTIAL
	DESIRABLE

	Qualifications
	· 5 GCSEs A*-C including English and Mathematics

	


	Experience
	· The ability to offer a wide range of skills, to cope with sudden changes of task and to prioritise personal workloads
· Strong analytical and organisational skills and the ability to consistently meet deadlines.
· Experience using a Finance Accountancy package
	· Cash handling experience
· Experience working within a Finance Office in an educational establishment






	Skills and Abilities
	· Excellent ICT skills, including Microsoft Office and Excel
· Good accounting and record keeping skills
· Excellent accuracy and attention to detail
· Ability to communicate effectively and accurately both verbally and in writing
· Ability to interpret solutions, anticipate problems and to pro-actively resolve issues on a day to day basis
· Ability to prioritise competing demands and to meet deadlines
· The ability to take quick and effective action
· Ability to maintain confidentiality.
· Excellent interpersonal skills and good telephone manner.
· Excellent organisational and time management skills. 
· The ability to be flexible and positive, demonstrating a “can-do” attitude
· Ability to work with autonomy and to act on own initiative but also work constructively as part of a team
· The ability to liaise positively with staff, students and parents/carers and be customer focussed with a friendly and professional manner
· The ability and motivation to develop systems and procedures and to constantly improve own practice and identify continuous service improvement
· Commitment to promoting the overall ethos and values of the Academy Trust

	

	Professional Development
	· An interest in own personal development and willing to develop through appropriate CPD opportunities
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