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JOB DESCRIPTION

Post Title:

Finance Administrator
Responsible to:

Finance Manager
Salary Scale:

Scale 4 (pts 7-11)
Hours:


35 hours per week, TTO plus 5 days (negotiable)
MAIN PURPOSE OF THE POST
As a member of the Central Finance Team, you will be responsible for the efficient and effective processing of day-to-day financial transactions and related transactions across multiple business areas including schools and central department to a high standard. The role will report into the Finance Manager. 
MAIN RESPONSIBILITIES AND TASKS
In accordance with MAT policies, carry out the following procedures:
· Daily processing of purchase and sales transactions, for one or more schools in the trust 
· Regular review and reconciliation of open items on the ledgers and addressing any queries and issues. 
· Oversee lettings income for the Trust schools 
· Filing and general administrative tasks 
ADMIN/OTHER DUTIES

· Manage music tuition payments and correspondence

· Manage trip payments and correspondence

· Manage lunch payments

· First aid duties

The post holder may be required from time to time to undertake other duties within the school as may be reasonably expected, without changing the general character of duties or level of responsibility entailed
CONTACTS

In all contacts the post holder will be required to present a good image of the school, deal with people in a professional manner and maintain constructive relationships.

Internal:
Staff colleagues



Students

External:
Parents



External agencies

Third party suppliers

Customers

Trust’s Executive Team and Trustees
EQUAL OPPORTUNITIES POLICY
The duties described in this Job Description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the School’s Equal Opportunities Policy.

Promote equal opportunities in all aspects of responsibility according to the MAT’s aims and objectives.

NOTES:
In addition to those duties and responsibilities outlined above, the contributions of each member of staff to the work of the MAT will include the following:

· To play a positive role in the life of school community;

· To maintain a high standard of discipline, appearance, punctuality and commitment in all areas;

· To promote parental and community involvement in the life and work of school;

· In all contacts the post holder will be required to present a good image of the school/MAT as well as maintaining constructive relationships;
· Bordesley MAT is committed to the safeguarding of young people and an enhanced DBS disclosure and other Safer Recruitment checks are required for this position
· The MAT reserves the right to alter the content of this Job Description, after consultation, to reflect changes to the job or services provided, without altering the general character or level of responsibility.
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