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Brief for the position of:		Finance Assistant


[bookmark: The_Finance_Department]The Role:

Salesian College requires an experienced, motivated and proactive finance assistant with purchasing / purchase ledger experience. 

The successful candidate will have principal responsibility for the operation of the purchase ledger, processing invoices in a timely and accurate manner. In addition, they will be required to process purchase requisitions, raising and placing orders with suppliers on behalf of the College. The role will assist the month / year end processes. 

The successful candidate should have good IT skills, especially Excel and be familiar working with a computer-based accounting system. The ability to communicate at all levels and work as part of a team is essential.

The successful candidate will be subject to safeguarding procedures and an enhanced DBS check prior to their employment.
[bookmark: Aim_of_the_role]
[bookmark: Accountability][bookmark: Main_Duties_and_Responsibilities] 
Finance Assistant

Salary: 	Pay Scale 10-18 (£25,596 – £29,989)  
[bookmark: _Hlk174019097]	FTE 0.542 (actual salary £13,873– £16,254) 

Hours: 	24 Hours per week over 4 days, College term time plus 3 weeks per year (38 	weeks per annum)
	 
Line Management:	Reports to the Finance Manager


Main Duties and Responsibilities

Purchase Ordering:

· To process purchase requisitions, raising and placing purchase orders with suppliers in a timely manner
· To ensure ordering is undertaken in a manner consistent to ensure value for money


[bookmark: College_fees_/_billing]Purchase Ledger: 

· [bookmark: _Carry_out_all_aspects_of_billing_for_S][bookmark: _Ensure_all_leaver,_joiner_and_relevant]To code, enter and process supplier invoices, staff expenses and credit notes through the College’s financial system
· To set-up and process BACS payments ensuring compliance with supplier payment terms
· To send remittance advices
· To reconcile supplier statements 
· To post bank transactions relating to purchase ledger including direct debits
· To be the first point of contact with regard to supplier payment queries
· To assist with the production of accrual and prepayment listings for period and year-end accounts
· Filing of invoices and other documents, and annual archiving


[bookmark: Accounting:]Accounting:
[bookmark: _Administer_ParentPay_(or_equivalent_sy][bookmark: _Undertake_balance_sheet_reconciliation][bookmark: _Checking_of_all_utilities_and_services][bookmark: _To_be_a_contact_for_general_finance_qu]
· [bookmark: _Other_finance_related_activities]To be a contact for general finance queries 
· Other finance related activities

[bookmark: Other:]Other:

· Assist the Bursar and Finance Manager with one-off projects and reports as required
· To provide cover for the Billing Ledger as required
· Any other duties as commensurate with the nature and grading of this post


[bookmark: This_is_not_an_exhaustive_list_of_tasks.]This is not an exhaustive list of tasks. This job description is subject to regular discussion and review. The post-holder will be expected to adopt a flexible attitude towards these duties, which may have to be varied subject to the needs of the College.

Person Specification


	
	Essential
	Desirable

	
Education / qualifications
	
· Good general level of education, including Maths and English GCSE A-C (9-5) or equivalent or above
	


	
Knowledge
	
· Strong purchase ledger knowledge
· Able to demonstrate understanding of cost centre accounting
	
· An understanding of school accounting systems
· Understanding of safeguarding

	
Experience
	
· Experience of working with financial accounting systems
· Proven working experience of purchase ledger.
	
· Previous experience of working in a school or similar charity environment would be an advantage
· Experience of school accounting software (PASS) or similar

· 

	
Skills and abilities
	
· Excellent accuracy and attention to detail.
· Strong IT skills, in particular, Excel.
· To be well organised and have good time management skills. Ability to prioritise.
· To be able to work quickly and effectively in a busy office with a high volume of transactions.
· Proven team working skills.
· Ability to problem solve and investigate problems.
· An empathy towards the work of the College.
	

	
Personal qualities
	
· To be committed to safeguarding and promoting the welfare of pupils.
· To be discreet and confidential.
· To be pleasant, helpful, polite and patient.
· To be able to communicate effectively with all members of the College community.
· To be flexible, resilient and well- organised.
· To be self-motivated, proactive and committed.
· Open to new ideas and practices.
	



Salary, hours and benefits


Salary

The salary scale for this post is on the College’s Support Staff Scale 10-18 (£25,596 – £29,989). The post is FTE 0.542 therefore actual salary is £13,873– £16,254. The starting point awarded will depend on experience and qualifications of the successful candidate. The Governors review salaries each year to ensure they remain competitive. Salaries are paid by account transfer on the 27th day of each month, or the previous working day, in twelve equal payments.

Hours

This is a part-time, term time plus 3 weeks appointment. Daily working hours will be agreed with an unpaid lunch break. The post-holder will be required to work four days per week.

Benefits include:

· Staff Fee Remission – staff are eligible for fee remission. The continuance and value of fee remission is at the discretion of the Governors.
· Pension Scheme - Membership of the Non-Teaching Staff Pension Scheme with employer’s contributions of up to 10%. Life assurance cover (currently 3 times annual salary)
· Lunches and Refreshments – during term time, lunches and refreshments provided in the Staff Room and Staff Dining Room are provided by the College to members of staff, free of charge.
· Parking - Free onsite parking;
· Staff wellbeing – Employee assistance programme.
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