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Position:			Part Time Finance Assistant

Responsible to: 	School Business Manager


General:  To assist the School Business Manager in the smooth running of the school finances.  

Liaison with: 
Office colleagues and other members of staff.
Information flow and task sharing as required including cover during absences of office/reception staff.

Specific Qualities Required:

· The ability to work with confidentiality, discretion and initiative.
· A courteous and welcoming manner under all circumstances (i.e. on the telephone or when receiving visitors to the Finance Office: in dealings with Governors, parents, students and all staff).
· A flexible approach and an enjoyment of teamwork; a willingness to adapt to the changing demands of school life.
· A close working relationship with colleagues to ensure that all routine matters are progressed and urgent matters dealt with promptly.

Hours:

· To work from 8:30 – 16:30 three days per week, with a 1hr unpaid lunch break.  Flexible for the right candidate and with mutual agreement with the School Business Manager.

Specific Tasks

· Answer the telephone 
· List and record all receipts and take to the bank
· Log all purchase invoices onto accounts system and process invoices for authorisation by School Business Manager.
· Prepare bulk purchase ledger payments
· Monitor invoice approval, follow up with staff as appropriate. 
· Analyse and post school credit cards, petty cash and carry out monthly reconciliations
· Support the Assistant Bursar with the administration of school external lettings including monthly invoicing and liaising with Hirers and Estates.
· Support the Assistant Bursar with processing all insurance claims
· Correspondence and related emails as required in relation to job areas and filing
· Support with the preparation of schedules and posting of journals for Audit preparation
· Assist with Audit
· Assist with archiving
· Ordering of goods on Amazon & Ebay for staff
· Monitoring PayPal a/c


· Update and complete Gift Aid tax repayment claims for donations
· Prepare the termly return for the School’s Pupil Absence Insurance Scheme
(PAIS) and Pupil’s Personal Accident Insurance Scheme (PPAIS)
· Transfer Maynard Parent’s Association subscriptions received from fees to the MPA along with a listing of parents who subscribed. 
· Organise minibus driver training and monitor that qualifications are kept up to date.

The Maynard School reserves the right to vary the detail of this job description from time to time.
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Head: Mrs Liz Gregory FCCT, MEd, BA (Hons)
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