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Job Specification

Post Title:		Assistant Accountant

Reporting To:	Assistant Bursar (School Accountant)

Department:		Bursary

Hours:		25 per week, all year round

Summary of the Role
The Assistant Accountant is part of a team of dedicated staff who provide finance and administrative support to Shiplake College’s staff, governors, parents, pupils and visitors. He/she will have a broad role within the team, covering areas from the daily bank reconciliation through to supporting the Assistant Bursar (School Accountant) with the preparation of the finance section of the board pack. The post holder will report to the Assistant Bursar.

Key Duties and Responsibilities:  
· Maintain the balance sheet, ensuring monthly reconciliations are undertaken
· Support the bursary team with reconciliations as required e.g. trips and Caxton cards
· Be the primary link with the payroll provider. Collate the required monthly information and provide to the payroll provider. Verify the outputs from the payroll provider
· Post the monthly payroll journals and prepare internal payroll reports as required
· Maintain the fixed asset register
· Uniform and stock accounting
· Daily bank reconciliations
· Support the School Accountant with all month end and cash flow reporting requirements
· Support the School Accountant with all Governor and Statutory reporting requirements
· Support the Bursar with ad-hoc project work as required
· Undertake other duties as appropriate to assist other members of the finance team and to support the work of the Bursar and School Accountant

Skills and Experience
· Good standard of general education to at least A Level
· Extensive experience of all aspects of payroll preparation and reporting
· Experience of working in a finance department (school environment would be an advantage)
· Excellent administration and organisational skills, with ability to prioritise
· Attention to detail and accuracy
· Highly proficient use of Microsoft Excel
· Excellent communication skills and ease in dealing with staff, parents, Governors and visitors of all sorts
· Willingness to be an effective member of a small team
· Organised and self-motivated
· High level of integrity and confidentiality
· Interest in the work of a school and willingness to uphold Shiplake College’s aims and ethos

Terms and Conditions:

Salary:  
Competitive. There is usually an annual review of salaries, which takes effect on 1st September.

Hours of Work:
25 hours per week, Monday to Friday all year round.

Holidays:
30 days per annum.

Pensions Scheme:
All staff are automatically enrolled into the Schools contributory pension plan.

Probationary period:
3 months but can be extended dependant on performance.

Other Benefits:
Lunch is provided free of charge, as is an evening meal should you request it when you have a school commitment. Use of the College gym and open-air swimming pool.
  
Disclosure and Barring Service:
Any offer of employment is conditional upon the completion of a satisfactory enhanced Disclosure and Barring Service check. 

Shiplake College is an equal opportunity employer, committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. All posts at College are subject to an enhanced DBS disclosure check.
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