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JOB DESCRIPTION

POST: Finance Assistant 
Contract Term:
Permanent
Salary:

NJC Pay scale point 6 – 14 (pro rata)
Contract:  
Full-Time, 37 hours per week (Term-time only plus 10 days)
Responsible to:
Head of Finance 
Safeguarding:

The Smith Foundation has an effective child protection policy which provides clear direction to staff and others about expected codes of behaviour in dealing with safeguarding issues.  The Foundation is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment. The successful candidates will be subject to an Enhanced Disclosure & Barring Service background check (you are applying for a position working in regulated activity). The Foundation is also committed to promoting the spiritual, moral, social and cultural development of both students and staff and reflects life in Modern Britain.
Purpose of the Job:

To provide high-quality financial administrative support to the Head of Finance, ensuring the smooth and effective operation of the Foundation’s finance function in line with established policies, procedures, and statutory requirements.

This role plays a vital part in maintaining the financial health and sustainability of the Foundation by ensuring the accurate processing of financial transactions, assisting with budget monitoring, and supporting the implementation of strong financial controls.

The Finance Assistant is responsible for supporting day-to-day financial activities such as purchasing, income processing, reconciliations, and reporting. The role involves regular communication with staff, suppliers, and other stakeholders to resolve financial queries promptly and professionally, helping to ensure the Foundation’s financial resources are used responsibly and effectively.

Duties and Responsibilities:

Financial Processing:
· Process purchase orders, invoices, and payments using the school’s finance system.

· Reconcile supplier statements and deal with queries in a timely manner.

· Process income and receipts.

· Maintain accurate and up-to-date records of all financial transactions.

Budget Support:
· Assist in monitoring departmental budgets and provide budget holders with up-to-date information as required.

· Help prepare financial reports and summaries for internal use.

Banking and Reconciliation:
· Carry out monthly bank reconciliations.

· Process Direct Debits and Standing orders in a timely manner.

· Process petty cash claims, ensuring reimbursements are accurate and the account is regularly reconciled.
· Ensure adequate cash available for day-to-day requirements.

Compliance and Audit:
· Ensure all financial procedures comply with the Foundation’s financial regulations and audit requirements.

· Maintain accurate records and assist with the preparation of documents for internal and external audits.

General Administration:
· Ensure new suppliers are checked and ready for entry on the finance system.
· Check supplier statement balances against the finance system as received.
· Assist with the preparation and issuing of termly invoices for fees and additional services.

· Help maintain an up-to-date list of debtors and follow up on outstanding debts as appropriate.

· Record receipts and ensure they are posted to the correct accounts.

· Place credit card orders following approval of the purchase in line with financial regulations.
· Process staff mileage and expense claims, making payments via bank transfer.

· Support with internal credit card (Equals) requests, including verifying expenditure claims.
· Ordering of goods and services on behalf of the Foundation.
· Assist with the development and updating of procedures, protocols and policy, ensuring that all financial transactions comply with the Foundation’s financial regulations and statutory reporting requirements.

Other specific Duties:
· To participate in the school’s programme of performance management.

· To attend meetings, training courses, learning and development days and conferences as appropriate in order to carry out duties.

· To undertake such other duties appropriate to the post as may from time to be required to ensure the smooth and efficient running of the school.

· Any other reasonable duties as requested by the Head of Finance.

REVIEW: This Job Description is subject to review and may be amended at any time after consultation with you
Signed: ……………………………………………….…………
Date: …………………………………

                Finance Assistant 
Signed: ………………………………………………………….
Date: …………………………………            


                Sarah Kaler – Vice Principal Head of Business, Finance & Operations
