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Finance Assistant
(21 hrs per week, term time plus 10 days)
Part time

Required
September 21


SCP14 (£23,080) – SCP17 (£24,491) 
(Full time equivalent)

Pro-Rated Salary £11,663.56 – £12,376.61
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Dear Potential Colleague                                                                                              
Thank you for expressing an interest in this post.
We are looking for an individual to work as Finance Assistant for four of our Primary Academies: Orchard Primary Academy (based in Dewsbury), Beaumont Primary Academy, Brambles Primary Academy and Kirkheaton Primary Academy (based in Huddersfield). You will report directly to the Senior Finance Manager and will be expected to split work across all four sites as required.
If you are the person we seek, you will be able to demonstrate the following skills and abilities:
· To work with accuracy and attention to detail
· To prioritise and plan to ensure completion of tasks across all 4 Academies to meet deadlines.
· Work with Senior Finance Manager to enable the financial position of the schools to be accurately recorded and monitored
· To adhere to the Trust and Academies Financial Handbooks
· Produce accurate and timely information and reports
· Self-motivated and hard working.
· Ability to work in a team or independently as required.
· Provide excellent service to stakeholder

If you think that you may be the right candidate for this role, then we look forward to receiving your application.  
If you would like to discuss the role in more detail, then please do not hesitate to contact me.
Yours faithfully


Keith Rushton
Finance Director



South Pennine Academies
Sponsorship
South Pennine Academies is the sponsor and works in partnership to raise levels of attainment and aspirations of all students. As sponsor, South Pennine Academies is very well placed to create a unique institution characterised by high achievement and success. The Trust has a national reputation for excellence and has a solid track record of partnership working with employers, universities and local schools. 
The benefits that South Pennine Academies brings are immense, adding their expertise and ideas as well as opening up life-enhancing opportunities to all in our Trust.  
The key to our Academies’ success is a shared vision, effective and transformational leadership and management, robust partnership arrangements, high quality and focused teaching which guarantees students learning and success.  This all needs to be achieved amongst a strong and cohesive staff body.
The Trust
Vision
· To develop a group of closely partnered academies
· To ensure all academies are world class Centres of Excellence for Teaching and Learning
· To ensure the Trust plays a pivotal role in improving the life chances of students
· To develop local solutions and partnerships to meet local needs
· To promote school improvement with inclusion and diversity at its core
Values
South Pennine Academies believes in school improvement through a partnership model.  This brings drive, expertise and capacity to the school improvement agenda.  We recognise and encourage each academy’s unique characteristics and ethos, reinforcing their individual identities within their respective communities.  
Working within a Multi Academy Trust allows school-to-school support to flourish.  Becoming part of our partnership will allow you to become a leader not a follower, and be involved in shaping the partnership rather than having it shaped for you.
Key Priorities
· Strong and Effective Leadership
· High Performing Staff
· Successful Students
· Engaged Community
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THE SELECTION PROCESS

How to Apply

Thank you for taking time to read and digest our information.  If you wish to apply for the post of Finance Assistant, then you should;

· Complete the application form fully, ensuring all details are accurate and all declarations are signed.  Please ensure you enclose two professional referees with one being your current employer (with email addresses if possible).  Do not enclose additional CVs.

· Ensure you fully complete the relevant skills and experience section of the form, addressing the key characteristics and experiences outlined in the person specification and the unique contribution that you could make to the future success of our Trust.

· Submit your application by 9am 28th June 2021 on TES

Time table for the selection process

· Closing date for applications: 28th June 2021
· Interview Day: TBC

Successful applicants will be required to undertake a Criminal Record Check via the DBS.  The Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.























Joining South Pennine Academies

· Professional Development - The Trust is committed to developing all staff within their roles and creating opportunities for further career progression.

· Pension – Every employee of South Pennine Academies has access to the Teachers’ Pension Scheme or the Local Government Pension Scheme.

· Wellbeing Benefits – Through the Schools Advisory Service staff can access a number of wellbeing benefits including physiotherapy, 24 hour GP helpline, cancer support and stress counselling support.
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South Pennine Academies     
Finance Assistant -  Orchard Primary Academy, Beaumont Primary Academy, Brambles Primary Academy, Kirkheaton Primary Academy

Job Description

Scale   SCP14 (£23,080) – SCP17 (£24,491) 
	 21 hours per week – Term Time only plus 10 days

[bookmark: _GoBack]Actual Salary £11,663.56 
	 

Purpose of the post
To undertake the Finance Assistant role for the above Primary Academies in the Trust, reporting to the Senior Finance Manager and working with them to ensure that the Trust Finance Handbook and Academies Finance Handbook are adhered to and that financial information and reports produced are accurate. To support the Senior Finance Manager (SFM) in ensuring an excellent service is provided to the Principals of each school through the provision of accurate financial information and prompt resolution to queries.

To be prepared to work at the above academies and the Trust if required and manage their own time to undertake the role. 

Key Areas
1. Procurement Processes
2. Preparing payments – purchase invoices and payroll
3. Month end finance tasks and controls
4. Budget monitoring and adherence
5. Internal and Externa audits at the academies
6. Monthly payroll checks / postings
7. General

1. Procurement Processes
1.1. Checking that Trust procurement procedures have been adhered to for all orders.
1.2. Working with admin support to ensure that all orders are reflected on the finance system and authorised in a timely manner.
1.3. Ensure that the purchase orders and therefore committed monies are accurately reflected on the system through the provision of monthly reporting. 

2. Making payments – purchase invoices and payroll
1.4. Ensuring invoices are received, approved and processed for payment within a maximum 30 day turnaround period.
1.5. Checking that invoices are accurately posted against the correct budget and ledger code.
1.6. Point of contact for purchase ledger queries.
1.7. Organise and raise payments to suppliers on a timely basis (BACs).


3. Monthly / Month end finance tasks
3.1 Checking all income received has been coded and posted correctly
3.2 Ensuring sales invoices are raised in a timely manner and submitted to customers.
3.3 Ensure all payments have been correctly recorded, including charge cards, petty cash, payroll and purchase invoices.
3.4 Raise any inter-co recharges or external recharges.
3.5 Complete month end reconciliations in line with Trust procedures, including bank reconciliations and control account reconciliations for review by the SFM.
3.6 Ensure all back up is uploaded on to the finance system to support each entry as posted.
3.7 Investigate and resolve ledger posting queries and adhoc queries as they occur in a timely manner
3.8 Prepare any reports as requested by SFM

4. Budget monitoring and adherence
4.1 To support the SFM in the preparation and monitoring of budgets
4.2 Answer budget coding queries
4.3 To prepare monthly reports for the SFM to enable monitoring of budgets to be undertaken.

5. Main point of contact for audit at the academies
5.1 To work with the SFM and Office Mangers to ensure that the academies are prepared for audit visits
5.2 To be support the SFM for both internal and external audit visits and ensuring that the necessary information is provided.
5.3 To support the SFM to respond to audit queries in a timely manner.

6. Monthly payroll checks and month end posting
6.1 To support the SFM in monthly payroll checks, in conjunction with the Principal and HR support, to ensure that existence and accuracy of payments
6.2 Prepare monthly payroll to budget variance reports.






7.General
The above list is not exclusive or exhaustive, and the trust may require the job holder to undertake duties commensurate with the level of the role.

The post will require a certain amount of travel between the four Primary Schools and the Trust in Huddersfield and Dewsbury  The post will be categorised as a casual car user. 

As part of you wider duties and responsibilities you are required to promote and actively support the Trust’s responsibilities towards safeguarding.  Safeguarding is about keeping people safe and protecting people from harm, neglect, abuse and injury.  It is about creating safe places, being vigilant and doing something about any concerns you might have.  It isn’t just about the very old and the very young, it is about everyone who may be vulnerable.  

You are expected to carry out your duties with due regard to current and future Trust policies, procedures and relevant legislation.  These will be drawn to your attention during the recruitment process, induction, staff handbook, ongoing performance development and through trust communications.

Disclosure Level: Enhanced

Responsible to: Senior Finance Manager (SFM)

Responsible for: None









South Pennine Academies

Person Specification Finance Assistant – Primary Academies


E = Essential    D = Desirable

	1
	Aptitudes:
	

	1.1
	To communicate effectively with suppliers, customers and colleagues
	E

	1.2
	To work with accuracy and attention to detail
	E

	1.3
	To plan own work schedule to ensure completion of tasks to meet deadlines
	E

	1.4
	To work to high levels of confidentiality
	E

	1.5
	Excellent customer service approach to stakeholders
	E

	1.6
	Strong written and verbal communication skills
	E

	2
	Characteristics
	

	2.1
	Self-motivated and hard working
	E

	2.2
	Can –Do attitude to change and continuous improvement
	

	2.3
	Open-minded and adaptable to changing circumstances and new ideas
	E

	2.4
	Honest
	E

	2.5
	Displays commitment to the protection and safeguarding of children and young people
	E

	3 
	Skills
	

	3.1
	Effective Organisational Skills 
	E

	3.2
	Self-discipline
	E

	3.3
	Teamwork and collaboration
	E

	3.5
	Use of ICT
	E

	3.6
	Experience of setting up and using spreadsheets including excel
	E

	4
	Qualifications and Experience
	

	4.1
	AAT Level 3 or Equivalent
	D

	4.2
	Previous experience of undertaking accounts administrative duties
	E

	4.3
	Knowledge of Financial systems and processes
	E

	4.4
	Experience of computer based accounting packages
	E

	4.5
	Experience of working in the public or charity sector
	D
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