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St Andrew’s School
Pangbourne

School Accountant
Job Description 2020
Overview
Reporting to the Bursar, and part of the School Administration team, the School Accountant is responsible for the day to day operation and management of the School’s accounting function. This includes payroll, pension, nominal ledger, fee ledger, purchase ledger, cash, billing, and production of termly and year end accounts to trial balance. This is a hands-on role and the School Accountant will be required to operate and manage the whole process from data entry through to reconciliation and control.  
Detail

Nominal ledger

Responsible for:
· Posting, managing and controlling all nominal ledger accounts (including fixed assets, depreciation, loans, prepayments, accruals, HP balances, reserves)

· Monthly reconciliation of nominal ledger accounts

· Production of termly management accounts (in conjunction with the Bursar)
· Preparation for annual audit

· Operation and management of the management information system (WCBS PASS), including running appropriate period-end routines and co-ordinating system updates (in conjunction with the ICT manager)
Fee ledger

Responsible for:
· Posting all fees and extras, obtaining details of pupil extras from a variety of sources
· Management and control of parent and pupil ledgers

· Input of information for new and existing parents and pupils, in conjunction with the School data officer, The School Secretary and the Registrar, ensuring that data is accurate and up to date
· Ensuring correct allocation of fees and discounts

· Producing, reconciling and controlling all bills including charges and extras

· Reconciling ledgers control accounts regularly

· Control of ledger periods and ledger period ends

· Filing and control of all audit trails

· Debtors list detail

· Reconciliation of pupil numbers/categories

· Reconciliation and schedule of all types of discounts

· Posting/allocating cash from cash book/bank

· Ensuring new pupils have paid joining deposits, controlling and reconciling deposits on a monthly basis

· Producing regular reports on pupil numbers, discounts, payments etc. for the Bursar
Purchase ledger

Responsible for:
· Posting of purchase invoices and credit notes on to ledger

· Reconciliation of suppliers’ statements and purchase ledger control

· Resolving supplier queries

· Producing regular timely payment runs

· Following up on suppliers’ reminders

· Maintaining supplier accounts

Cash

Responsible for:
· Posting cash receipts and payments from paying in book and cheque book

· Ensuring banking carried out regularly

· Monthly bank reconciliations

· Maintaining records, controlling and reconciling petty cash termly
· Regular payment of Staff Expenses and other one off payments 
· Monthly reconciliation of school debit card account

Payroll

Responsible for:
· Preparing monthly payroll for electronic payment

· Processing monthly timesheets for visiting music staff and other overtime payments

· Reconciliation of salary control account and pensions control account

· Processing monthly and end of year returns to HMRC
· Pension postings, reconciliation, payments and administration
Other

· Stock reconciliation (sundry items sold directly to parents)

· Support Bursar in preparing budgets and subsequent management of those budgets
· Ad hoc reporting for Bursar as required and day to day support for the Bursar on a range of areas
· On occasions deputise for the Bursar in his absence and as directed at other times, any other reasonable duties requested by the Bursar

Person Specification
The School Accountant is a key member of the School Administration team with significant data management and reporting responsibilities in addition to providing financial support and assistance to the Bursar in many aspects of her role. It is a busy and varied role and although it includes a number of basic tasks the role is quite mixed and the School Accountant is expected to be able to turn a hand to anything that might reasonably be asked in connection with the School financial system, data management and general daily operations. The School Accountant works very closely with the Bursar, shares an office with her, and has access to very confidential financial and other information.  The School Accountant must be discreet and able to work effectively within an environment where absolute confidentiality is essential. 
Skills

· Proactive, accurate and extremely organised. 
· Ability to work independently and manage own time and tasks efficiently with limited supervision.

· Professional and discreet at all times. 
· Ability to communicate effectively by phone, email and in person.
· A keen eye for detail and ability to work to set time frames to meet deadlines.
· Flexible and cheerful and able to cope with pressure and tight deadlines when necessary.
Experience and qualifications
The ideal candidate will have several years’ experience in an accounting function which includes responsibility for payroll. He or she will also be used to running purchase ledger and other elements of the accounting function independently and may have an accounting qualification.  The right personality, experience and ability is more important than a qualification.

The candidate must be competent and efficient with Excel.
Experience running payroll and working within a commercial office is essential, experience working in a school environment is desirable but not essential. 

Experience of either the School’s current management information system, WCBS (PASS), or similar packages such as Sage would be very beneficial but is not essential provided the candidate can demonstrate a strong aptitude for working with different financial packages and developing competence quickly. 
Hours:
Full-time 
Holidays: Six weeks per annum 

This job description is subject to annual review. 
St Andrew’s School is committed to safeguarding and promoting the welfare of children. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and subject to a successful enhanced DBS check with the Disclosure and Barring Services.

