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JOB TITLE:    Accounts Assistant (Payroll & Billing) 

REPORTS TO:   Finance Director 

JOB PURPOSE:  To assist the Finance Director and Bursary team to provide 
an excellent accounts office service to the School, parents, 
staff and suppliers in order to deliver the School’s business 
objectives. 

KEY RELATIONSHIPS:  Teaching and support staff, and parents 

______________________________________________________________________________ 

 
 
Key Responsibilities   

 

Payroll 
 

 Operate a comprehensive payroll service for all School employees. 

 Process and submit monthly payroll including statutory year-end returns and P60’s. 

 Deal with employee salary and payroll queries. 

 Liaise with Revenue and Customs where necessary 

 Update all statutory payments as appropriate ie SSP, SMP 

 Maintain and update P11D database with employee benefits 

 Pensions administrator, calculating and uploading the monthly pension contributions to the 
School’s Group Personal Pension providers 

 Producing annual salary statements 

 Keeping up to date on all matters of employment and tax issues 

 Updating the payroll software when needed 
 

 

School Fees 
 

 Updating the pupil and parent database within the accounts package 

 Collecting extras information from staff at the end of each term 

 Inputing extras and charges on to the pupils termly fee invoice 

 Processing pupil fee invoices 

 Dealing with queries from parents 

 Entering and allocation of fees received to parent accounts 

 Banking fee cheques 

 Issuing credit notes and refund cheques 
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 Producing a monthly aged debtors list and chasing unpaid School fees in conjunction with the 
FD 

 Rolling the Billing Ledger into the new academic year 
 

Purchase Ledger 
 

 Acting as cover for the other team member to place orders for supplies, process invoices and 
make payment by cheque or BACS 
 

Swimming Pool 
 

 Keeping accurate records of external swimming clubs and users 

 Banking of money 
 

Other 
 

 Petty cash administration, banking of moneys and online banking 

 School trips administration – helping staff calculate costs involved and charges to parents, 
providing foreign currency and petty cash, administering cash returns and collation of receipts 

 Processing and paying all staff expenses 

 Opening all bursary post and processing 

 Answering the telephone and dealing with queries, ensuring that all messages are passed on to 
the relevant people or department 

 

General 
 

 Ensuring adherence to financial policies and procedures 

 Providing administrative support to the Finance Director as required  

 Providing accounting support to Finance Director as required 

 Producing financial statistics and analysis as required  
 
 

Terms of Employment (subject to Contract) 
 

 This is a part-time appointment based on 30 hours per week (7.5 hours per day).  Core 
hours are 8:00am to 4:00pm with half an hour for lunch. There may be some flexibility in 
working hours 

 The post-holder is entitled to six weeks paid annual holiday per annum in addition to 
statutory holidays.  The holiday year runs from 1st August.  No carry-over of unused holiday 
entitlement is permitted.  In addition, the School is shut down over the Christmas period for 
5 working days. 

 Lunch is provided free whilst the School is in session.  There is limited but free access to the 
School’s swimming pool and tennis courts at specified times. 

 Pension: the School operates a Group Personal Pension plan currently with Scottish 
Widows.  Salaried members of staff will be automatically enrolled into this scheme whereby 
the School will contribute 7% of your salary if you contribute 3% of your salary.  Staff you 
do not wish to join the scheme must opt out and will be automatically re-enrolled every three 
years in line with Government legislation. 

 Life assurance 

 Notice period (following a probationary period of 6 months): 3 months 
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Person Specification – Essential 
 

 Good accounting skills and confidence and understanding of accounting packages 

 Experience of a School billing ledger 

 Experience of running a payroll system including part-timers, hourly paid staff and 
pensions administration 

 Confident IT skills especially use of Excel, Word and Outlook 

 Good communication skills both written and verbal 

 Ability to prioritise and manage own workload 

 Very good attention to detail, accuracy and timeliness 

 Good people skills and a willingness to support all the work of the department 
 

Person Specification – Desirable 
 

 An accounting qualification 

 Knowledge and experience of WCBS PASS accounting software 
 
 
This Job Description may be altered to meet changing needs and will be reviewed with the 
post holder. The Job Description is indicative of the nature and level of responsibilities 
associated with the post. It is not intended to be exhaustive; other tasks may be allocated as 
necessary from time to time. 
 

 
Safeguarding and pre-employment checks 
Beaudesert Park is committed to safeguarding the welfare of children at the School. Therefore this 
appointment will be subject to a successful Enhanced Disclosure check from the Disclosure and 
Barring Service. This will give details of all spent and unspent convictions, reprimands, warnings, and 
cautions. The supplied references will be taken up and the School will approach previous employers 
for information to verify particular experience or qualifications. 


