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Job Description - Finance Assistant

Salary Scale:   Scale 4, Point 7 to 10

Hours:  20 per week (Part Time Position – term time only) – 39 weeks per annum


1- [bookmark: _GoBack]To process the School’s official orders in the finance software (twice weekly) using correct ledger codes and cost centers – eye for detail required. 
2- Process online orders and record expenditure (inc. VAT) into the finance spreadsheet ensuring it is up to date and accurate.
3- To liaise with suppliers regarding deliveries and returns.  
4- Record, file and report the private school fund – income and expenditure
5- Scan all authorised invoices, orders, remittances, and upload into the trust financial software.
6- Open post daily and process, action and distribute to relevant pigeon holes.
7- Answer the telephone, take messages and deal with anyone that walks into the office with general queries
8- Open and manage shared “finance” email inbox. Printing and distributing all invoices for signing and return, forwarding other financial correspondence to the finance officer and finance director accordingly.
9- Enter the school invoices for processing into finance software using the correct ledger codes and cost centres – eye for detail needed.
10- To handle money received (counting, recording and banking) using The trust chosen software, to liaise with the Student services office with regards to parent mail payments, trips and activities (review and monitor funds received in the Schools cashless portal. 
11- Arrange cash collections and annual schedule in advance with 3rd party, prepare collection paperwork and chase 3rd party for non collections or banking receipts.
12- Handle authorised petty cash requests and reimbursement to the holding tin & record accordingly.

13- General finance communications such as chasing quotes, request EDT’s, requesting quotes, sending meter reads.

14- Preparing various financial reports using Financial software and excel.
15- Assist the Finance Officer & Finance Director in basic Administrative duties  
16- Assist the Finance Officer & Director with audits and obtaining records when needed.
17- [bookmark: _Hlk106803295]Adhere to financial deadlines and cut off dates for period end. 
18- To adhere to all financial regulations, trust policies, School financial procedures and the Financial hand book.
19- [bookmark: _Hlk106802416]Always regard all School financial information as private and confidential.
20- Undertake any other duties that may be required from time to time  
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