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Finance Assistant

Daring for greatness for both students and staff

It’s an exciting time to join Elvin Academy. With a new, bright and airy building set to be unveiled, housing state of the art facilities; from a modern library to 5 court sports hall to dining hall with a spacious courtyard, our school motto ‘Magne aude’ – ‘dare for greatness’ is being realised. 

 We are looking to recruit a Finance Assistant to join us on our journey towards outstanding.  You will play a pivotal role in a committed team and make a real impact on the outcomes of our pupils.

Since joining the Ark network in 2014, our school has been improving quickly, which reflects the hard work of our dedicated and determined staff body, including its supportive senior leadership team. 

Each member of staff is valued at Elvin and weekly all-staff meetings include shout-outs to celebrate success. We have a collaborative team ethos and foster a culture of recognition and reward throughout the school. 

"Come and work in one of the most supportive environments you will ever experience. The school looks for the hardest working people and then looks to develop them further.” – Staff member at Ark Elvin

With hub days and network-wide workshops, our staff are offered a regular training opportunities to ensure they continue to grow and develop alongside our students and our school.  




[image: ]Ark is one of the UK's most successful school groups with a network of 35 schools in 4 locations across the country, it is an international charity transforming lives through education. As part of the network, our staff can expect:  

· Access to a range of discounts through the Ark Rewards Scheme which includes reduced gym memberships, discounts at major retailers and travel loans 
· Twice as many training days as standard
· Support from a newtork of 35 schools across the UK

Visits to the school are warmly encouraged; to arrange, please call 020 8902 6362 or email a.amaning-ampong@arkelvinacademy.org.
[bookmark: _GoBack]Visit http://arkelvinacademy.org for more information on the school. If you have any technical issues with the application form, please contact our technical team on hrsystem@arkonline.org.

Please submit your application online by visiting http://arkelvinacademy.org/vacancies.
 The deadline for applications is 11am on Thursday 30th November. Applications will be reviewed on an ongoing basis so early applications are encouraged. 
 
Deadline:	11am on Thursday 30th November
Salary: 	Scale 4 (£19,175 - £21,760)
Start date: 	As soon as possible



Ark is committed to safeguarding children; successful candidates will be subject to an enhanced Disclosure and Barring Service check.



Finance Assistant
The role 
The successful candidate will provide comprehensive support in delivering the finance functions of Ark Elvin Academy. The Finance Assistant will support the day-to-day financial management of the academy, aiding the production of financial reports and ensuring compliance with the requirements of the Academies Financial Handbook.  They will work closely with the academy’s Finance and Resources Director (FRD), Finance Manager (FM), and take on a number of financial and organisational activities within the academy specifically, and with respect to the academy’s position within the Ark network. 
The purpose 
· To be responsible for accurate recording and maintenance of the Academy’s finance database.
· Deliver all elements required in the financial and analytical information to support the FM 
· Responsible for the production of financial accounts to the highest standard, to enable the Academy to make sound financial, strategic and commercial decisions.  Particular attention must be paid to embedding best practice procedures and processes throughout the Finance department. 
· Responsible for ensuring information and records are kept to the highest standards.  

Key responsibilities 
Financial Accounting and Reporting
· Maintain all data relating to Academy’s accounts in accordance with the financial regulations. 
· Maintain the general ledger accounts (incl. journal processing) on the mainframe accounting system in order to ensure that accurate financial management information is provided to Academy is up to date and complete.
· Check all invoices against the appropriate financial authority and budgets to ensure that are accurate and within the designated mounts. To process purchase orders, receive delivered goods and process invoices
· Ensure all invoices and payments are coded accurately and that all relevant paperwork are completed.
· Able to monitor all periodic payments regularly to stop any overpayment and be able to prepare periodic performance reports.
· Process all transactions relating to cash and bank accounts ensuring high level of accuracy and confidentiality. Ensure the safekeeping and banking of all monies, both school and private funds.  
· Raise orders and prepare payment runs, having regard to levels of delegation approved by the necessary Senior Management. 
· Issue invoices to parents and other parties for the collections of lettings or outstanding debts.
· Provide data from the accounting system to enable the completion of statistical returns and completion of statistical returns within legislative requirements when required.
· Support in the periodic management performance reports as required by the Academy. 
· Ensuring that the requirements of all external bodies (e.g. Inland Revenue and Charity Commission) are met.
· Document processes and work with Finance and other colleagues to identify, promote and implement improved ways of working.
· Provide suitable cover for colleagues' absence and develop a working knowledge of all the department's jobs.


Auditing
· Support FM with external auditors, taking the lead in facilitating the arrangements for all audit arrangements.
· Provide accounting information and schedules in connection with the production of the monthly and annual financial statements for the Academy.
· To provide full audit support to external auditors including maintenance of audit information on an ongoing basis.

Other Duties
· To provide financial support to teaching colleagues to ensure management information is understood and queries are efficiently and effectively managed.
· To effectively manage relationships with internal and external service providers and to ensure the necessary service standards are delivered.
· Pro-actively suggest improvements and develop best practices within finance to improve the cost-effectiveness, efficiency and added value of all services provided.
· Participate in Finance projects, with a particular focus on improving value for money.
· Provide training in all aspects of financial management including accounting system procedures, in order to secure efficient and effective use of financial resources using manual and computerised systems both during courses and on site. 
· The control of petty cash, ensuring receipts are obtained for all purchases and proper records are maintained
· Receipt, recording, safekeeping and banking of all cash income
· To maintain filing systems, ensuring that records are suitable for audit 
· To assist the Finance Controller with the production of financial reports for internal and Ark use.
· To ensure that all cash received is properly receipted, recorded and banked.




Financial Database
· To provide the lead on the management and reporting of parent pay ensuring controls and accuracy of data.
· To reconcile pupil accounts and check for any outstanding commitments.

Other 
· Undertake other various responsibilities as directed by the Principal 

Academy Ethos and Culture
· Support the Principal in fostering a strong sense of academy community and ethos, acting as a positive role model to staff and students
· To drive forward change and initiatives which promote regularity, propriety, value for money and best standards
This job description sets out the main duties of the post at the time of drafting. It cannot be read as an exhaustive list. These responsibilities will be discussed annually as part of the postholder’s annual performance review and are subject to change. However, it may be altered at any time subject to need in consultation with the postholder subject to the Principal’s approval. 

Person Specification: Finance Assistant
	Qualification Criteria
	Essential
	Desirable

	Degree or equivalent or part-qualified accountant 
	√
	

	Right to work in the UK.
	√
	

	Knowledge and Experience
	Essential
	Desirable

	Experience of financial procedures, including budget monitoring, purchase ledger, accounts receivable and cash handling/security
	E
	E√

	Good developed spreadsheet skills and experience of working with computerised financial systems
	√
	

	Experience of management information reporting, budgeting and forecasting
	
	√

	Understanding of educational sector ethos
	
	√

	Skills and Abilities
	Essential
	Desirable

	Excellent written and oral communication skills
	E√
	Desirable

	Excellent numerical and financial skills
	√
	

	Highly computer literate, with particular skill in using Microsoft Office and financial databases (PSF Essential, HCSS)
	√
	

	Understands the importance of confidentiality and discretion
	√
	

	The ability to write clearly and concisely and to produce and maintain documents and systems
	√
	

	Effective team worker, able to make good judgements and lead when required
	
	√

	Demonstrates resilience, motivation and commitment to driving up standards of work and achieving excellence
	
	√

	Approachable, flexible, calm and caring with a ‘can-do’ attitude
	√
	

	Adaptable, organised and able to work with minimal supervision
	√
	

	Acts as a role model to staff and students
	√
	

	Vision aligned with Ark’s high aspirations and high expectations of self and others
	
	√

	Others
	Essential
	Desirable

	Commitment to equality of opportunity and the safeguarding and welfare of all pupils 
	√
	

	Willingness to undertake training
	√
	

	This post is subject to an enhanced Disclosure and Barring Service check.
	√
	



Ark is committed to safeguarding and promoting the welfare of children and young people in our academies.  In order to meet this responsibility, we follow a rigorous selection process. This process is outlined here, but can be provided in more detail if requested. All successful candidates will be subject to an enhanced Disclosure and Barring Service check. 
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