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Job Description and Person Specification
	Job title
	Finance Assistant

	School
	

	Salary grade
	D

	Work location
	

	Reports to
	School Business Manager

	Supervises 
	


	JOB PURPOSE

	To provide accurate, effective and efficient financial administrative support to the Finance Officer /School Business Manager in the management of the school’s public and private funds.
This job falls within the definition of regulated activity and therefore would be subject to an Enhanced DBS with barred list check.



	STRUCTURE CHART

	Governing Body-Head Teacher-School Business Manager- Finance Assistant



	MAIN DUTIES AND RESPONSIBILITIES

	Finance

· Timely and accurate completion of routine administrative tasks relating but not limited to: 

· Processing purchase orders and purchase invoices

· Preparation of BACS/cheque payments
· Collection and processing of income (including banking)

· Maintenance of procurement card expenditure
· Receipt and distribution of goods and services 

· Collation of staff overtime sheets and absences for authorisation 

· Processing of non payroll related Agresso transactions to FMS and

· Any other financial transactions identified  

· Follow the school’s Financial Management Policy (FMP) and local procedures in all matters with an emphasis on obtaining best value.

General

· Alert Line Manager of any issues identified beyond own remit.

· Manage own work to ensure that all deadlines specified by the Department of Education, Local Authority , Governors, Headteacher and SBM are met.

· Promote the welfare of children and support the school in safeguarding children though relevant policies and procedures
· Promote equality as an integral part of the role, respecting differences, and treating everyone with fairness and dignity.
· Comply with school health and safety policies, procedures and rules, taking reasonable care of self and others.


	SCOPE (impact on/control of resources, people, money etc)

	The postholder has no responsibility for management of budgets or staff.
The postholder has access to sensitive and confidential information about school finances, including payroll data.



	PERSON SPECIFICATION
	Essential/

Desirable

	Qualifications

	5  GCSEs, including grade A-C in English, Maths and ICT, or equivalent
	Essential

	Basic bookkeeping or accounting qualification (e.g. Bookkeeping City and Guilds Award Level 1) or willing to complete similar 
	Essential

	First Aider qualification
	Desirable

	
	

	Experience

	Experience of working in an office environment
	Essential

	Experience of working in a bookkeeping or accounting role
	Desirable

	Experience of working with FMS
	Desirable

	
	

	Knowledge and understanding

	Good understanding of office equipment including photocopiers, printers etc.
	Essential

	Understanding of the importance of confidentiality in the role
	Essential

	Basic understanding of child protection and safeguarding issues, as relevant to the school environment and own role
	Essential

	
	

	Skills and abilities

	Excellent numeracy skills
	Essential

	Ability to complete tasks quickly and accurately
	Essential

	Competent user of a web browser to access information

	Essential

	Competent user of Microsoft Office (Outlook, Word, Excel)
	Essential

	Ability to work effectively as part of a team to achieve results
	Essential

	Ability to manage time effectively, prioritising a diverse workload to meet deadlines
	Essential

	Good written and verbal communication skills
	Essential

	
	

	Work-related personal qualities

	Honesty 
	Essential

	Reliability 
	Essential

	
	

	Other work-related requirements

	Willingness to undertake child protection awareness training (level 1)
	Essential

	This role has been identified as public facing in accordance with Part 7 of the Immigration Act 2016, and therefore the ability to fulfil all spoken aspects of the role with confidence in English will be required. Conversing at ease with members of the public (including pupils), providing advice and using any specialist terminology appropriate to the role is essential for the post.
	Essential 
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