
 

 Finance Assistant  
  

 APPLICATION PACK 



 

As soon as possible, subject to successful pre-employment checks 
including a DBS or a check against the DBS Update Service if 
registered. 

Full time (37 hours per week, Monday to Thursday 8.30-4.30, Friday 
8.30-4.00pm) Permanent.  
Full year, consideration may be given to a 42-week contract. 

Point 6 to Point 12 on the NJC Support Staff Pay Scale (£25,558 to 
£29,544 per annum FTE)  

Local Government Pension Scheme 

NJC Terms and Conditions for Support Staff in Sixth Form Colleges 

Midday on Monday 23rd November 2026 

Are expected to be held as soon as possible following the closing 
date. 



  Finance Assistance 

 

Finance Officer/ Finance Cluster Manager  

 

Priestley College is seeking an organised, proactive and accurate Finance Assistant to join 
the busy Finance team. 
 

The role offers an excellent opportunity for you to use and develop your financial and 
administrative skills in a rewarding educational environment. You will be contributing to 
the smooth running of the college by supporting accurate record-keeping, processing 
transactions and providing an efficient service to staff, students and suppliers.  
 
The Finance Assistant will provide support to the Finance Officer with all financial duties 
on a daily basis. The postholder will work closely with the Finance Officer and relevant 
team members to ensure the accurate processing of financial transactions. 
 

 
Finance 
 

• Supporting staff with purchasing goods/services and placing orders when required 

 

• Accurate recording and checking of invoices into the finance system 
 

• Ensure all invoices/orders are approved by the relevant budget holder so that 
payment to suppliers can be completed in a timely manner 

 

• Accurate raising of sales invoices 

 

• Responsibility for the credit card reconciliation on a monthly basis 
 

• Responsibility for Scopay (online parent payment system) related queries and 
tasks. Referring to the Finance Officer & Cluster Finance Manager for the 
resolution of complex or difficult queries 

 

• Administration of Petty Cash 
 

• Assisting with the collection and banking of official monies within the college and 
ensuring they are accounted for in accordance with financial regulations 

 

• Using accounting software to produce and collate a variety of reports as requested 
by members of the finance team, budget holders and SLT 

 

• Supporting staff to manage study visit income and expenditure 
 



 

• Responsibility for the booking of transport for study visits and sports fixtures, 
including the college minibuses   
 

• Assisting with month end and year end processes  
 

• Adhering to financial policies and procedures  
 
General  
 

• Uphold confidentiality, integrity and professionalism in all aspects of the role  
 

• Contribute to a positive, collaborative working environment and support the 
values of the college  

 
• Participate in CPD and other training as required  

 
• Any other duties that are in accordance with the purpose and grade of the post as 

may be reasonably required by the Principal. 
 
 



 

 

 

 

 

Key: A = Application, I = Interview, R = References, C = Certificates 

 

 

  

 

 

 Essential Desirable   Identified by 

 Relevant Experience: 

Experience of working in a busy finance office environment  ✓  A 

Experience of working in a college or school environment  ✓ A 

Experience of accounts payable (purchase ledger), dealing with 
supplier invoices and purchase orders 

✓  A 

           Education and Training: 

Minimum of 5 A*-C or 9-4 grades at GCSE or equivalent including 
Maths and English  

✓  A 

 Knowledge and Abilities:  

Confident using everyday IT applications, including Microsoft Office and      
experience of accounting software, and willing to learn our finance and 
payment systems including Civica Financials and Scopay 

✓  
A, I 

Good organisational skills and a methodical approach to day-to-day 
tasks 

✓  A, I 

Good numeracy and literacy skills ✓  A, I 

Ability to work accurately, pay attention to detail and meet agreed 
deadlines 

✓  A, I 

 Personal Qualities: 

Clear communication skills and a friendly, helpful approach to working 
with others 

✓  I 

Ability to prioritise tasks, use initiative and ask for guidance when needed ✓  I 

A positive, flexible approach and a willingness to learn ✓  I 

Safeguarding: 

Suitable to work with children and young adults and/or vulnerable 
adults 

✓  

DBS Certificate 

Willingness to apply for an Enhanced Disclosure and Barring Service 
check or to have a check undertaken against an existing DBS Certificate 
if registered for the DBS Update Service. 
 

✓  

PERSON SPECIFICATION 
Finance Assistant 



 



  





 



 



 



 


