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THE BROXBOURNE SCHOOL

JOB DESCRIPTION

Key Purpose of the Job

· To give financial assistance as directed ensuring good practice and financial regulations are adhered to
· To work with a flexible, enthusiastic approach as part of a team within the finance department
Key Responsibilities

· To manage the purchase ledger within the schools' Iris Financials software (training will be given) including processing Purchase Order invoices and Direct Debits, maintaining supplier records, recording Business Card usage, reconciling supplier statements and creating a Direct Debit monitoring sheet.

· To assist in monitoring department budgets

· To procure products when needed. Always seeking the best value for money

· Aiding in the coordination of annual Health & Safety inspections

· To assist with the preparation of monies for banking ensuring maintenance of accurate records
· To accurately file and archive financial records
· To assist with the organisation, financial control and reconciliation of day trips and school journeys
· To assist with the administration of Free School Meals

Health & Safety

Be aware of and comply with policies and procedures relating to child protection; health and safety and security; confidentiality and data protection; and report all concerns to an appropriate person.

Review of Duties

The key purpose and key responsibilities of the job are subject to review and may, after discussion with the post holder, be revised.
We are an Equal Opportunities employer.  The Broxbourne School is committed to ensuring inclusion, diversity and equality of opportunity. We welcome applications from all suitable candidates and encourage those from underrepresented groups, and/or with protected characteristics, to apply. The school is committed to safeguarding and promoting the welfare of children and young people and expects anyone applying to work in our school to share this commitment.  All appointments are subject to pre-employment checks, including a satisfactory enhanced criminal records with Barred List check through the Disclosure and Barring service.
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