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JOB DESCRIPTION

Job Title:		Finance Assistant

Responsible to:	Finance Manager
__________________________________________________________________________________

Main Purpose of the Job:

To support the Finance Manager in ensuring all finance procedures are carried out in accordance with the College’s Financial Regulations and Business Procedures.

Duties and Responsibilities

Accounting Policies and Procedures
· Have a good understanding of accounting policies and procedures
· Have a good understanding of the need for internal control procedures
· Assisting in the preparation of information required during audit inspections, participating in discussions of audit findings and recommendations, implementing new procedures as appropriate

Accounting Software
· To have the ability to use the College’s accounting software (currently SAGE 200 and Purchase Request System PRS) to carry out all functions within the Finance Department

Accounting Structures
· Have a good understanding and use of the Nominal Ledger and the structure of nominal ledger codes to determine Income and Expenditure and Balance Sheet Accounts
· Have a good understanding of the College’s curriculum and departmental structures
· Have a good understanding and use of the Purchase and Sales Ledger Structures
· Have a good understanding and use of the Bank/Cash Book  

Sales and Purchase Ledger Functions
· Processing internal purchase order requisitions, ensuring appropriate authorisation and nominal ledger coding
· Receipt and processing of supplier delivery notes and invoices, liaising with suppliers regarding disputes with supplies/deliveries/invoices
· Carrying out monthly purchase ledger supplier payment processes, producing monthly payment report for approval by the Finance Manager
· Reconciling supplier statements to purchase ledger, identifying and rectifying anomalies
· Develop, maintain and update the purchase ledger supplier database forming the basis of the approved supplier list, ensuring value for money is obtained by constantly reviewing suppliers
· Carrying out of monthly purchase ledger processes in accordance with month end deadlines
· Maintaining a log of ‘Inspection Copy’ books received, distributing deliveries, chasing staff for approval and processing Inspection Copy invoices. Returning books not required in accordance with supplier timescale
· Processing and payment of ‘non-purchase ledger’ invoices
· [bookmark: _GoBack]To produce Sales Invoices, based on information provided and send to customer
· Issue payment reminder notices and telephone customers to chase overdue payments
· Record sales invoice receipts
· Maintain and reconcile the Sales Ledger database, deleting obsolete customer accounts as appropriate
Budgeting
· Have an understanding of the budgeting process, the devolvement of departmental budgets and authorised budget holders

Month End
· Assisting the Finance Manager with month end procedure
· Updating and reconciling the spreadsheet detailing Prepaid Expenditure (Prepayments)
· Enter nominal ledger journals as requested

Fixed Assets
· Have an understanding of the capitalisation and depreciation of fixed asset expenditure

Cash and Bank Procedures
· To issue petty cash, in accordance with financial procedures ensuring appropriately approved documentation is presented
· Update petty cash analysis spreadsheets, coding expenditure appropriately and entering petty cash on to accounting system
· Carrying out petty cash reconciliations
· To prepare income spreadsheets, coding income receipts appropriately and entering receipts on to accounting system
· Carry out BACS payments for Purchase Ledger, Bursary and Ad hoc payments

Student Enquiries
· To deal with all student enquiries regarding payment from students of monies for exam fees, trips, UCAS etc.
· Assisting the Finance Manager with the assessment of Bursary applications

General Administration
· To undertake daily clerical duties as directed by the Finance Manager
· To deal with incoming post appropriately and in accordance with Financial Regulations, receipting and securing income
· To maintain a tidy and organised work area at all times, adhering to the ‘clean desk policy’
· To ensure all printed and electronic financial documentation is stored securely in an organised manner to enable effective retrieval when requested

Other duties that are consistent with the objectives of the post and may be required from time to time by your Line Manager and the Principal.  The role requires an element of flexibility, the college has a range of activities which take place in the evenings and at weekends and the post holder will be required to assist at some of the events by prior agreement with their Line Manager.

Any other duties which may reasonably be added.
Due to the nature of this position, there will be a requirement for the post-holder to hold a first aid certificate.

NB - The work of the College is characterised by peaks in demand for annual activities e.g. enrolment. The holder of this post (together with other support staff) is expected to assist in these activities from time to time whether or not they are part of their normal day to day duties.
Bolton Sixth Form College is committed to safeguarding children and promoting the welfare of children, young people and vulnerable adults and expects all members of staff and volunteers to share this commitment. 
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