
Job Description

	Job Title:
	Finance Assistant

	Reporting to:
	Business Manager

	Location:
	Foxes, Minehead



To ensure all financial processes are complete for Foxes and the Central Finance Team
Purchase Ledger:
1. Work closely with the Central Finance Operations Team in relation to Purchase Ledger/Purchase Order activities.
2. 	Work with onsite staff, providing help and guidance as necessary, to ensure that all Purchase Orders are raised prior to ordering or works being commissioned and ensure that those making requisitions are receipting goods and services appropriately.
3. Assist Central Finance Operations team with any PO related queries.
Banking and petty cash:
4. Ensure sufficient funds available in petty cash.
5. 	Monitoring and checking petty cash reconciliations received from Foxes residential houses and issuing petty cash. Liaising with managers on queries and best practice. Submission of monthly reconciliation report to Central Finance.
6. Day to day administration of Soldo debit cards, including correct coding and submission of monthly reconciliation report to Central Finance.
Hotel Processes
7. Liaising with the Hotel Reception to ensure that income is received regularly.
8. Responsibility for banking and recording Hotel income including Credit and Debit Card transactions.
· Monitoring and checking petty cash reconciliations from all departments of Foxes.
· Day to day administration of Soldo debit cards, including correct coding and submission of monthly reconciliation report to Central Finance Team.
· Working closely with Central Finance office in relation to Purchase Ledger/Purchase order activities and assist with any PO queries.
· Supporting the hotel with income transactions, setting up systems and recording.
· Ensure sufficient funds are available in petty cash at all times.
· 


Aurora



9. Ensure that all other finance processes for the hotel, both planned and ad hoc are undertaken on an accurate and timely basis.

Other:

10. 	During colleague absence, assist Business Manager and Senior Administrator with the monthly Payroll process as required.
11. Support the admin team in making yourself available to cover reception duties when required.
12. Support the admin team with ad hoc events and any ongoing project work.
13. Attending and participating in all appropriate meetings where directed, invited, delegated or otherwise scheduled as being relevant to the post.
14. To maintain a professional manner and understand the importance of confidentiality at all times.
15. General support and assistance on a day-to-day basis to the Business Manager, as required.



· Level 2 in Maths and English minimum. Highly numerate.
· Intermediate MS Excel knowledge ideally.
· Good IT skills with the ability to use multiple systems.
· AAT qualification or equivalent i.e. Level 2 or 3 Bookkeeping
· Knowledge and experience as a finance assistant.
· Experience of accounting software.
· Desirable hotel experience.
· Team player.
· Strong communication and customer service skills.
· Ability to work to targets and deadlines




All members of staff are part of a team. We expect everyone to work in line with Aurora Values collaboratively and positively in the interests of our students.
We expect you at all times to behave in a professional manner that absolutely reflects the ethos that you are a role model.
As an employee of Aurora Foxes, your absolute priority is to safeguard the students in our care. You must work professionally, effectively and sensitively with your team to ensure that all learners are safe and feel safe with any concerns listened to and acted upon appropriately.
We expect all employees to accurately, factually and professionally record and report any incidents involving students, including safeguarding and prevent, using relevant systems and procedures and ensuring all concerns are reported to the appropriate person. We expect all recordings to be completed within 24 hours of the incident.
We expect you to remain up-to-date through appropriate CPD, and compliant with all statutory aspects of the role including Safeguarding, Prevent Duty, Children and Families Act, Keeping children Safe in Education, Equality and Diversity, and any other legislation and/or guidance that either directly or
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indirectly affects the role and all company policies as appropriate.
As part of the Administration Team the work you do impacts on all areas of the organisation. You are therefore expected to work collaboratively, professionally and effectively with all areas of the organisation as appropriate.

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 the 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. This job description does not form part of the contract of employment and Aurora reserves the right to make any appropriate changes to meet changing business requirements.
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