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Finance Administrator- Job Description  

 

Post: Finance Administrator  
 
Accountable to: Finance Manager 
 
Grade Scale Point Range: Grade 4 SCP7 -11 £30,987 - £32,817 
 
Working Pattern: The role is full-time, 35 hours per week, all year round, with 29 days annual leave 
plus bank holidays. Part time and term time or ‘term-time plus’ will be considered. 
 
Location: Central office – currently based at City of London Primary Academy Islington, Baltic 
Street West EC1M.  Travel to other Trust Academies (all within London) will be required. 
 
Disclosure level: Enhanced DBS 
 
Main Purpose:  

• work as part of the Trust Finance Team to provide a comprehensive range of financial 
support, administration and advice across the Trust. 

• ensure the effective delivery of financial operations in accordance with Trust policies and 
procedures. 

• Primarily focused on processes surrounding purchase-to-pay process (POs, Purchase 
Invoices/Credits, expense claims and credit cards). 

 
Key Accountabilities  
 
Financial 

• Data entry and maintenance of accounting records on the Trust’s finance system. 

• Input, maintain and process records on purchase ledger, including purchase ordering, 
invoice processing and expenses. 

• Assist with the preparation of pay runs. 

• Liaise with suppliers regarding purchase orders, invoice queries/discrepancies and 
payments. 

• Input, maintain and process records on sales ledger, raising sales invoices and liaising with 
external organisations. 

• Issuing supplier statements and following up on debts and overdue payments. 

• Input, maintain and process records on credit card ledger, recording all transactions and 
ensuring valid receipts/invoices are retained. 

• Support the academies in the administration of the cashless control system. 

• Respond to the finance mailbox/helpdesk, ensuring all messages are dealt with 
appropriately including forwarding to the correct member of staff as necessary. 

• Ensure best value is achieved. 

• Work within agreed financial procedures  

• Assist on the implementation of monthly internal control reports and checklists to ensure 
academies are meeting the requirements of the Academies Financial Handbook and the 
Trust Finance Policies, reviewing regularly for compliance. 

 



 

General 

• Uphold, follow and actively support the Trust’s policies and procedures so that the funds 
available to the City of London Academies Trust are used properly, efficiently and 
effectively. 

• Take personal responsibility for integrity, propriety and regularity in the management of 
public funds, and in the day-to-day operations of the organisation. 

• Liaise with other departments and support staff over matters relating to Finance and Trust-
wide issues. 

• Attend staff meetings and training courses, conferences, seminars or other meetings as 
required by own training needs and the needs of the Trust. 

• Undertake any other duties which might be reasonably regarded as within the 
responsibilities of the post. 

• Undertake general administration duties when necessary, as directed by the Head of 
Finance. 

 
Confidentiality 

• Ensure that confidentiality is maintained and in line with agreed COLAT policies and 
protocols. 

• Ensure that statutory responsibilities are maintained, e.g., Data Protection and Freedom of 
Information. 

• Ensure data security is always maintained and that sufficient systems are in place to 
support the safeguarding of data and document retention. 

 
 

Safeguarding Children  
COLAT is committed to safeguarding and promoting the welfare of children and young people. We 
expect all staff to share this commitment and to undergo appropriate checks, including enhanced 
DBS checks.  
  
The above responsibilities are subject to the general duties and responsibilities contained in the 
Statement of Conditions of Employment. The duties of this post may vary from time to time 
without changing the general character of the post or level of responsibility entailed.  
  
The person undertaking this role is expected to work within the policies, ethos and aims of the 
Trust and to carry out such other duties as may reasonably be assigned. The post holder will be 
expected to have an agreed flexible working pattern to ensure that all relevant functions are 
fulfilled through direct dialogue with employees, contractors and community members.   
  
English Duty  
This role is covered under part 7 of the Immigration Act 2016 and therefore the ability to speak 
fluent spoken English is an essential requirement for this role.   
 
 
 
 
 
 
 
 



 

 

Finance Administrator - Person Specification 
 

Our Values and Vision 
The City of London Academies Trust, sponsored by the City of London Corporation, aims to provide 
high-quality education for students and pioneer educational innovation. We are driven by the 
ambition to provide world-class experiences and deliver exceptional educational outcomes for the 
young people we serve.  
 
All City of London academies draw upon the traditions, institutions, heritage and historical 
successes of London to furnish each of their diverse communities with life-transforming learning 
experiences. In doing so, we believe that the young people we serve develop into successful, 
compassionate young adults, who make a positive contribution to their local, national and global 
communities.  
 
Our schools are characterised by a common understanding of what makes outstanding schools, 
based on five key principles which are known as our 'Foundations of Excellence'. 
 
Our Staff 
Our staff have high expectations, are consistent and driven to provide the best teaching and 
opportunities for our students. Teachers work in a well-disciplined environment where they are 
able to teach creative and engaging lessons, and all staff are given exciting opportunities to 
develop and learn from exceptional practitioners. 
 
Equal Opportunities 
The postholder will be expected to carry out all duties in the context of and in compliance with the 
COLAT Equalities policies. 
 

 Essential Desirable 

Qualifications 

Educated to at least GCSE level (5 GCSEs graded C/5 or above, which 
include maths and English) 

 
✓ 

Accountancy-related qualification (or evidence of working towards 
obtaining qualification) 
E.g. AAT, ACA, ACCA, CIMA, CIPFA 

 

✓ 

Willingness to undertake continuing professional development ✓  

Experience, Skills and Knowledge 

Experience in a similar role in an educational setting  ✓ 

Good understanding of accounting systems   

Capability for creative thinking and problem-solving  ✓ 

Excellent planning, prioritising and organisational skills ✓  

Excellent numeracy and literacy skills ✓  

Proficiency with computer systems and packages, such as MS Office & 
Google Suite 

✓ 
 

Excellent communication skills, verbal and written – able to deal with a 
variety of people including students, where necessary, sensitively, 
empathetically and, when necessary, assertively 

✓ 

 

 



 

 
 
 
 

Personal Qualities 

High expectations of self, coupled with high professional standards ✓  

Strong teamworking and a willingness to collaborate ✓  

Ability to remain calm and work under pressure and to tight deadlines ✓  

Ability to work quickly and accurately with an attention to detail ✓  

Able to be assertive, when necessary, to achieve appropriate priorities 
and outcomes 

✓ 
 

Able to work on own initiative and as part of a team ✓  

Self-motivated and enthusiastic ✓  

Other 

Commitment to safeguarding and promoting the welfare of children and 
young people  

✓ 
 

Willingness to undergo appropriate checks, including enhanced DBS 
Checks 

✓ 
 

Motivation to work with children and young people  ✓  

Ability to form and maintain appropriate relationships and personal 
boundaries with children and young people 

✓ 
 

An understanding of, and commitment to, Equal Opportunities, and the 
ability to apply this to strategic work and day-to-day situations (training 
will be provided) 

✓ 

 

 
 
 

 
 
 
 
  



 

 
 
 
 
  

Finance Administrator 

erer 

 
35 hrs a week, or Part/Term time only options available 

COLPAI, with the requirement to travel to Trust academies 

9:00am, Monday 10 March 2025 

Applications are to be submitted through the TES portal 



 

 
 
 


