   

Finance & Admin Assistant
       Job Description 


At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.








	Job Title
	Finance & Admin Assistant

	School
	Winton Primary School

	Grade
	E

	Hours 
	22.5 hours per week, 12-4.30pm 

	Contract
	Permanent/Term Time Only

	Reporting to
	School Business Manager



Purpose of the job

Ensuring that the Finance and admin functions run smoothly in the Academy, supporting the Business Manager, budget holders, non-financial colleagues and external agencies in a proactive, efficient and supportive manner.

Ensuring that all records and matters are compliant with the Accounts Direction, Articles of Association, Scheme of Delegation, Funding Agreement and the DfE Handbook.

Key areas of responsibility 

Finance

· Raising orders and inputting invoices on the finance system, ensuring that the correct expenditure codes are used, and VAT is recorded correctly.
· Preparation and raising of sales invoices
· Processing of bank transactions
· Dealing with queries from suppliers, debtors, budget holders and other stakeholders
· Chasing overdue orders and payments
· Assisting budget holders in costing purchases, always ensuring best value
· Dealing with finance queries as required. 
· Provide budget holders and non-financial colleagues with help and advice when required





Finance

· Provide high quality administrative support 
· Assist with school correspondence, emails, telephone enquiries and reception duties
· Maintain school databases, records and filing systems as required
· Support the organisation of school events and meetings 
· Provide administrative support to school clubs, trips and enrichment activities, including managing payments
· Assist with the lettings of school facilities and room bookings

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Essential
	Desirable

	Qualifications & Experience 

	· Maths & English GCSE Grade C or above (or Equivalent)





	· Finance Qualification
· Experience of working in a financial capacity
· Experience of PSF / IRIS Finance software
· Experience of working in an educational environment


	Skills & Knowledge

	· Good ICT skills
· Good organisation and record keeping skills
· Good communication and interpersonal skills
· Ability to work as part of a team
· Ability to work under pressure and meet deadlines
· Reliable and punctual

	

	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.

	

	Other Factors
	
· Satisfactory Safer Recruitment Checks
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