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The Ashcombe School 




Assistant Finance Officer


September 2022



Assistant Finance Officer

This is an exciting opportunity to join a well-established, efficient and effective team, supporting both the Ashcombe School and SESSET (the multi academy trust) in all financial matters. The finance team is very much integrated into the heart of the school and is well regarded. Being part of the wider business team, this role has significant potential to grow in both breadth and depth. The ideal candidate would be looking to become a business manager in a few years’ time. Professional development will be provided and relevant apprenticeship courses are available. 

What we offer:

· A professional, friendly and caring environment. The business team comprises 8 staff, specialising in finance, human resources and facilities
· A supportive climate in which there is much cooperation and sharing of ideas
· Regular professional development opportunities
· Employee Assistance Programme
· Cycle to Work scheme 
· Day nursery on site with preferential rates for staff
· On-site parking
· Close to A25, M25 and local train stations
 
What we’re looking for:

· Commitment and enthusiasm to be part of a well-managed and successful team
· An organised, approachable and pro-active person who likes numbers and prides themselves in their accuracy and attention to detail
· A team player who will ask questions, be flexible and focused

Ashcombe is highly sought-after, with very high levels of interest for September 2022. This is due to a wide range of factors including its facilities, academic results, standards of teaching, pastoral care, the wide range of trips and extra-curricular activities and the resultant attitudes of its pupils. 

What Investors in People say:

“It is a great place to work, and I can see all the things that are happening – it’s all positive”

Role details:
 
Salary range: SESSET 6 £26,080 to £28,617 FTE per annum
Hours are 36 per week (minimum 30), 42 weeks (term time plus 3 weeks) per year.  Flexibility to work from home one day per week. There is a 30-minute unpaid lunch break on any day where more than 6 hours is worked.


How to apply:

Follow the link to our website and complete a Support Staff Application Form The Ashcombe School - Working Here

Applicants should submit the Application Form by 8am on Tuesday 13th September 2022, but early application is advised as the school reserves the right to interview and appoint as applications are received.

Whatever the outcome of your application we thank you for the interest you have shown and wish you well in your future career.

The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS).

Candidates selected for interview will be informed by email.  We do not generally contact candidates who are not shortlisted.


Information about the school

The Ashcombe School is a comprehensive school for pupils of all abilities between the ages of 11 and 18 which is part of a Multi Academy Trust, South East Surrey Schools Education Trust (SESSET).

There are approximately 65 support staff employed by this large comprehensive school, working in the three main areas of curriculum, administrative and premises support.  

The duties of staff in the offices are very varied with, often, many deadlines to meet.  One of the key essentials in coping in this lively environment is good team spirit.  Each person needs to be willing to participate as required in all aspects of the work, however mundane, to ensure that the office runs smoothly and efficiently.  The school environment is one which is subject to change and staff need, therefore, to be adaptable to its varying needs.  

The finance system is PS Financials and the team use adobe sign for payment authorisation, training will be provided, if required. 


Job Description for Assistant Finance Officer


Job title:		Assistant Finance Officer

Job Purpose:	As a member of the support staff within the school, to be directly responsible to the Finance Officer for providing an efficient and effective financial service to the school within statutory and the Education Skills and Funding Agency (ESFA) regulations and school policy.

Accountable to:	Finance Officer and ultimately the Headteacher via Senior Personnel 

The business team endeavours to ensure tasks can be performed by more than one team member and the school would expect the applicant to participate in any related training in this respect. 


	
Key Accountabilities

	
Key Tasks

	Effective Financial Management
	Purchases
· Ensure best value for money on school purchases
· Process purchase orders accurately and in accordance with agreed authorisation process and timescale
· Maintain appropriate records, checking for accuracy
· Check deliveries and co-ordinate with site team to ensure timely distribution to departments
· Resolve queries, arrange returns and ensure refunds/credit notes are received
· Review outstanding orders monthly
· Process invoices and staff expenses accurately and request appropriate authorisation for payment
· Liaise with Finance Officer to prepare for weekly BACS payment run
· Providing timely and relevant finance reports to budget holders

Contracts & Assets
· Identify and record assets on the asset register and school contracts on the school’s business management system 
· In agreement with the Finance Officer, post depreciation journals at year end 


	Financial Administration
	· Post journals relating to intra-departmental expenditure
· Run and manage School Shop on ParentPay, liaising with departments, ordering resources and distributing to students
· ParentPay - produce information for new pupils, reconcile weekly ParentPay statement and assist with parental enquiries
· Maintain appropriate levels of office supplies 
· Assist with year-end reporting and procedures
· Ensure filing and archiving is carried out on a timely and accurate basis


	Other duties
	· Undertake general office duties as required, including reception and telephone duties and such other tasks commensurate with the responsibilities of the post, as agreed from time to time with the Business Manager
· Work within school policies and procedures, including participating in performance management and professional development






PERSON SPECIFICATION

In selecting candidates for interview and eventual selection, the Senior Managers and Governors will be looking for people with relevant education, experience, job-related knowledge, aptitudes and skills and many of the personal qualities listed below.  The Senior Managers and Governors welcome applications from people who consider that they could meet most if not all the requirements listed.

Qualifications
· Computer literacy in Microsoft Office
· PS Financials accounting system (desirable)
· GCSE English & Maths

Skills & Knowledge
· Financial acumen
· Accuracy and attention to detail
· Clear and effective communicator
· Organised, forward planner
· Perform tasks independently whilst also working within a team
· Prioritise workload within deadlines, and know when to seek guidance

Personal Qualities
· Likes numbers
· Committed and enthusiastic
· Confident, positive with a “can do” attitude
· Adaptable and resilient under pressure
· Remain focussed in a busy environment
· Follow process 
· Confidentiality
· High level of emotional intelligence
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