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JOB DESCRIPTION – Finance Assistant
2025
	Person Specification:
Elizabethan Academy is committed to safeguarding and promoting the welfare of children and young people and expects all its staff and volunteers to share in this commitment

	
	Essential
	Desirable
	Method of Assessment

	Qualifications
	A good standard of English & Maths

	GCSE English & Maths grade C or above (or equivalent) 
AAT Level 4 Diploma in Accounting or equivalent
	Application Form

Interview

	Experience
	Knowledge of finance systems 
	Experience of working in a school environment
Knowledge of FMS

	Application Form

Interview

	Skills
	Microsoft Office
Ability to use computer, photocopier, laminator, and other office equipment
	School and office systems
	Application Form

Interview

	Personal Competencies
	Ability to prioritise and organise.
Ability to communicate effectively both verbal and written.
Adaptable and flexible

Ability to work as part of a team.
Ability to build and maintain good relationships.


	
	Application Form

Interview

References




	Job Description

The Elizabethan Academy is committed to safeguarding and promoting the welfare of children and young people and expects all of its staff and volunteers to share in this commitment

	Title: Finance Assistant

	Name: 

	Department: Support

	Contract: Term time only plus 5 days

	Salary:  Grade 4 (8-14)

	Responsible to: Business Manager and Chief Finance & Operations Officer

	1.
	Purpose of the job:
To provide efficient and accurate financial administrative support across the school, ensuring compliance with relevant policies and procedures. In addition, the role will provide administrative assistance to the Chief Finance and Operations Officer (CFOO) and Business Manager, contributing to the smooth running of both finance and wider school operations. This dual-focus role plays a key part in maintaining effective systems, supporting decision-making, and enabling the delivery of high-quality services across the school.

	2.
	Description of Finance Duties and Responsibilities:
Monitoring and Reporting 

· Issue reports to relevant staff updating on payments for school trips.
· Liaise with internal auditors, providing all relevant documentation as requested.  Ensuring that all recommendations made and agreed by the Chief Finance & Operations Officer are implanted and monitored. 

· Ensure that any budget concerns are highlighted and reported to Chief Finance & Operations Officer 

· Manage school fund accounts, monitor, and report to Business Manager
Year End Procedures

· Assist in the compilation and circulation of the annual timetable for the year end procedures.
· Ensure all outstanding orders are still relevant, identify which orders are no longer required and remove from system.
· Ensure all invoices are paid in full.
· Ensure all BACs and cheque runs are up to date and issued promptly.
· Liaise with external auditors in the annual audit.  
Procurement

· Carry out regular reviews of the Academy’s services ensuring that goods and services are bought in at best value.

· Ensure all orders over £2,000 have quotes attached. 
· Ensuring compliance of control systems at all times

Systems

· Maintaining an accurate accounting system using FMS
· Identifying and making improvements on FMS system where appropriate

Other Responsibilities
· Debit card monitoring and expenditure.
· Responsible for petty cash account to record and reconcile all transactions. 

· Monitoring of weekly BACs and cheque run

· Liaising with trip organiser, ensuring all payments are recorded and payments made to relevant parties. 

· Responsibility for banking of all monies 
· Processing orders, invoices, and payment via FMS system

· Maintain up to date filing systems.
· Producing spreadsheets and reports showing analysis of various costs and information as required
Administrative Support to the Chief Finance & Operations Officer (CFOO):
· Provide day-to-day administrative support to the CFOO, including diary management, meeting coordination, and preparation of documents and reports.

· Assist with the collation and distribution of papers for meetings, including agendas, minutes, and follow-up actions.

· Support the CFOO in maintaining accurate records and documentation relating to operational matters.

· Handle confidential and sensitive information with discretion and professionalism.



	3.
	Management of People:
No direct line management responsibilities however liaison with internal and external stakeholders at various levels will be necessary.

	4.
	Contacts and Relationships:
Direct contact with students, parents/carers, staff, auditors and external bodies on routine matters

	5.
	Decisions:

· Work is carried out within clearly defined policies and procedures; advice on complex matters will be sought from line manager.

· Exercises initiative regarding work priorities and distribution of work across the finance department
· Work may be subject to deadlines and as such there is a need to take decisions on the order of work undertaken.

· Decisions regularly taken to ensure the effective deployment of school resources.

	6.
	Work Environment:
A. Work Demands 
Subject to constant interruptions throughout the day. Normal office environment with frequent use of IT equipment.
B. Physical Demands 
General office work may involve long periods of working at a computer.

C. Working Conditions 
General well lit and ventilated environment.
D. Work Context 
· The post holder will need to liaise with colleagues and external contacts at all levels of seniority with confidence, tact and diplomacy.
· Contact with all members of staff and students.
· Contact with wide range of stakeholders.

	7.
	GENERAL 
The duties and responsibilities in this job description are not exhaustive. The post holder may be required to undertake other duties that may be required from time to time within the general scope of the post. Any such duties should not substantially change the general function of premises maintenance and management. Duties and responsibilities outside of the general scope of this grade of post will be with the consent of the post holder. 

	8.
	Equal Opportunities - Equal Opportunities/Data Protection Act 
The post holder is required to carry out the duties in accordance Equal Opportunities and Data Protection policies. 

	9.
	Health and Safety
The post holder is required to carry out the duties in accordance with the academy’s Health and Safety policies and procedures. 

	
	Name
	Signature
	Date
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