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	Job Title: 
FINANCE ASSISTANT
	Grade: 
Scale Four 

	Department:   
Business and Finance Service
	Accountable to:  Business  Manager

	Contract:               Permanent, Term time     
	Responsible for  N/A




	Requirements for the Job/Evidence

The following section is the requirements for the job and lists the essential and desirable requirements needed in order to do the job. Applicants will be shortlisted solely on the extent to which they meet these requirements.  Please note  A = Application Form I = Interview/assessment process          



	Competency
	Essential
	*How Assessed
	Desirable
	How Assessed

	Qualifications:
	Completed/working towards an appropriate Accountancy qualification.

	A
	AAT qualification.
	A

	Experience:


	At least two years experience of working in a financial environment including considerable experience of financial database management and control.

	A/I

	
	

	Knowledge and Statutory Requirements
	Excellent working knowledge of budget management  including data protection, confidentiality and statutory regulations in relation to VAT.

Knowledge and commitment to safeguarding and promoting the health, safety and welfare of young people.


	A/l
I
	Experience of Academy finance
	A

	Planning, Organisation and Mental Challenge:
	The jobholder will be required to plan on a daily/weekly/monthly basis to prioritise invoice payments and reconciliations.
Good time management skills. 
	A/I
I
	
	

	Interpersonal & Communication:
	Excellent  interpersonal and communication skills. 
	A/I


	
	

	Physical Skills and Demands:
	A high level of precision and speed  is required when inputting into the Academy’s financial system on a daily basis.
	I
	
	

	Initiative & Independence 
	The jobholder will be expected to work on own initiative and respond to problems as they arise,
has access to a Line Manager for advice and guidance on any problems if required.
	I
	
	A/I



	Emotional Challenge and Resilience:
	Some emotional resilience may be required when dealing with students, parents/carers regarding Academy trips etc. but rarely.
	I



	
	A/I



	Philosophy and Commitment 
	An interest in educational issues.
A belief that everyone can benefit from, and has entitlement to, high quality educational opportunities. 

A personal commitment to lifelong learning and continuous professional development. 

Commitment to high standards, best value and continuous improvement .
	I
I

I

I
	
	

	Personal qualities: 

	Ability to be reflective and self-critical.
Enjoys working with young people.


	I

I
	
	


	Responsibilities for Resources:

Line Management Responsibilities:  None.
Financial Responsibilities:  The job involves some direct responsibility for financial resources.
Physical Resources: The job involves some direct responsibility for physical resources.

	Responsibility for People:  The jobholder works closely with staff, students, parents/carers and external suppliers.
Responsibility for Policy Developments:  The job involves no direct responsibility for policy development.  However all staff are expected to be involved in policy consultation.
Responsibility for Student Outcomes:  The job involves no direct impact on the educational outcomes of students.


	Working Conditions:   Office based in the Academy.
Main Contacts:  The jobholder  liaises with staff, students, suppliers and  parents/carers.


	Characteristics of the post:
The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications

· Two satisfactory references

· Evidence of a satisfactory safeguarding check e.g. an Enhanced DBS Disclosure

· Confirmation of medical fitness for employment as required
· Registration with appropriate bodies (where applicable)
· 

	Date Completed:  January 2018
Signature of Postholder:                                                                                                    Date:



	This is a description of the job as it exists at present; All Academy Job Specifications are reviewed and are liable to variation in consultation with the post-holder in order to reflect future developments, roles and organisational change.
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JOB SPECIFICATION  








Overall Purpose of the Job:


Oversee the handling and reconciliation of all cash transactions, including the cashless catering system and payments for trips/Academy activities. 


Order and facilitate sound procurement of goods, in line with financial procedures and best values.  


Input, process and maintain all Academy invoices and financial records.


Committed to the safeguarding and promotion of the welfare of young people and to demonstrate this commitment in every aspect of the post.





Key Outcomes/Activities:


Financial Administration Responsibilities


 Support the Business Manager in ensuring all financial information, held in the Academy, is accurate, up to date and recorded on the finance systems. 


Prepare, log and process all invoices for payment.  


Input data, effectively and efficiently on to finance systems.  


Support the Business Manager with end of year and audit reports and ad-hoc reports as required.  


Oversee the Academy’s student locker system in liaison with the Premises Team.  





Cash Handling Responsibilities


Oversee collection of all monies and issuing receipts for each event and activity in the Academy, maintaining accurate records, banking cash in the Academy safe or in the Academy’s bank account, alongside the Business Manager.  





General Academy Responsibilities


Contribute to and uphold the vision and ethos of Horbury Academy.


Recognise own strengths and areas of expertise and use these to advise and support others.


Promote team work within the team, working in partnership to ensure effective working relations.


Treat all users of the Academy with courtesy and consideration.


Be aware and comply with all Academy Policies at all times.





The duties and responsibilities highlighted in this job specification are indicative and may vary over time.  Postholders are expected to undertake other duties and responsibilities relevant to the nature, level and scope of the post and the grade has been established on this basis.

























































































































































































