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Role Description
Business Area
Finance
Job Title
Finance Assistant 
Salary Scale
Fixed Point 24 £23,623.04 per annum
Location
Hopwood Hall College
Accountable to
Head of Finance 
Hours of Duty
36 Hours per week
Special working conditions
The post holder may be required to work at any location of the College now or in the future in the evening and at weekends.
Purpose
To provide comprehensive and effective accounting and administrative assistance to support the College’s Finance function and help ensure compliance to the College’s Financial Regulations and Procedures.
Your primary responsibility will be identified according to service requirements but you will be expected to contribute to all areas within the Finance function.

Duties
1. To raise, validate, process and where necessary analyse and audit check sales and purchase requisitions /orders and invoices in line with the College’s Financial Procedures and best value for money.
2. To ensure that all transactions are correctly authorised and accurately input to the accounting system. 
3. To maintain supplier and customer detail records.
4. To reconcile supplier and customer statements to ledgers and other College systems including the student record system.  To prepare or reconcile any resulting direct debits, BACS payments etc.
5. To account for and control petty cash expenditure and receipts. To maintain, replenish and reconcile any cash floats as required (e.g. petty cash, ATM etc.)
6. To ensure complete, accurate and prompt collection, recording and banking of all College monies and undertake required audit checks or reconciliations. 
7. To provide assistance in the production and distribution of management information, monthly/statutory accounts, budgets, forecasts and cash flows as required – e.g. journal entry, recharges accruals, prepayments, stock reconciliations, etc.
8. To assist in the provision of a finance function to support other College activities e.g. enrolment
9. To perform other duties within the Financial function as requested and operate flexibly within the Finance team
All staff are responsible for:
Children & Vulnerable Adults: safeguarding and promoting the welfare of children and vulnerable adults
Equipment & Materials: the furniture, equipment and consumable goods used in relation to their work
Health / Safety / Welfare: the health and safety and welfare of all employees, students and visitors under their control in accordance with Hopwood Hall College’s safety policy statements
Equal Opportunities: performing their duties in accordance with Hopwood Hall College’s Single Equality Scheme
Revisions and updates
This role description will be reviewed and amended on an on-going basis in line with organisational requirements dependant on the needs of the service
Person Profile
“The College supports the Skills for Life agenda and recognises the importance of all adults having functional literacy and numeracy whatever their role.  All staff are therefore given the support to gain a level 2 qualification in literacy and / or numeracy if they do not already have one and all teaching staff are expected to promote the basic skills of their learners within their subjects.”
Qualifications
Essential Criteria
Level 2 (or equivalent) in Maths and English 
How Identified: Application/ Interview
Desirable Criteria
Studying towards a recognised accountancy qualification e.g. AAT 
Customer service qualification
How Identified: Application/ Interview
Experience
Essential Criteria
Minimum one years’ experience in a busy office environment
Experience of Excel and Word 
Experience of following accounting and cash procedures 
Experience in working with a computerised system
Experience of account reconciliations
How Identified: Application / interview
Desirable Criteria
Experience of other data bases.
Specialist Knowledge
Essential Criteria
Evidence of working to a high degree of accuracy with nominal supervision
Able to interpret information, follow procedures, work under pressure and meet strict deadlines
How Identified: Application / interview
IT Skills
Essential Criteria
Intermediate user of Microsoft applications particularly Word and Excel
How Identified: Application / interview

Values 
	Integrity 
	We do the right thing, our learners and our community are at the heart of all we set out to achieve. Our learner-centered approach underpins everything we accomplish 

	Nurturing
	We empower staff an learners to build autonomy and be the drivers of their own destinies, developing resilience, pride and confidence in life, learning and work.

	Enjoyment
	Success and achievements re encouraged, recognized and celebrated in our thriving college community 

	Ambition
	We encourage learners and staff to have the courage to aim high, push their boundaries and achieve higher aspirations. 

	Sustainability 
	We are continually working to create a sustainable college that demonstrates an agile curriculum, healthy finances and a positive impact on the environment and economy.



		 
Hopwood Hall College is committed to guarantee an interview to people with disabilities who meet the minimum essential criteria for a vacancy and to consider them on their abilities.
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