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Reporting to the Finance Manager

Hours:		37 hours per week, whole year
Grade:		Sixth Form Colleges’ Support Staff Pay Spine, Points 7-9

Reporting to the Finance Manager, you will assist with the day to day running of the Finance Office and contribute to its continuing development.  You will be pro-active in liaising with other staff and external people/organisations, particularly in the absence of the Finance Manager.

The postholder will be expected to work mainly at the Prior Pursglove College site but may be required to visit other sites in the Trust.

Main Responsibilities 
The postholder will be responsible for key transactional duties within the Finance Office:
· Processing Purchase Orders.
· Processing invoices for payment, including liaising with Budget Holders to authorise invoices for payment.
· Reconciling and filing Supplier Statements.
· Maintenance of the cash book and other parental payment systems (eg parent pay and parent mail).
· Maintenance and reconciliation of petty cash floats.
· Assisting with the maintenance of the general ledger in the Sage accounts system.
· Assisting with the maintenance of the purchase ledger
· Assisting in resolving queries from students regarding Bursary payments, trip payments, free meal entitlements etc
· Supporting and having sufficient understanding of the work of the other Finance Clerks and Assistants, to ensure that an effective and seamless customer focussed service is provided at all times.

Other responsibilities
· If required to, provide administrative support at College events for example, Open Evenings and Parent Consultation evenings.
· Carry out such similar duties as may be required by the Chief Executive Officer commensurate with the post.


This job description sets out the main responsibilities for the postholder, but is not intended to be an exhaustive list. Specific duties may change from time to time without changing the general nature of the post and the postholder is expected to be flexible in the range of responsibilities they undertake commensurate with the responsibility and salary
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Essential

· AAT Level 2 professional finance qualification, or equivalent, or working towards qualification

· At least 5 GCSEs at A – C or equivalent Level 2 qualification including English and Mathematics
· Experience of working as part of a team in an office/finance environment.

· Use of initiative and ability to resolve problems without recourse to management.

· Excellent organisation, administrative and time management skills

· Capable of working under pressure to meet tight deadlines without supervision

· Accurate data input skills and attention to detail

· Excellent verbal and written communication skills, with the ability to communicate effectively with staff, students and external organisations

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

· Able to follow and enforce mandatory regulations

· Ability to use Microsoft office packages and information systems effectively

· An understanding of and commitment to maintaining General Data Protection Regulations and confidentiality


Desirable

· Knowledge of procurement good practice.

· Experience of payroll and pension administration.

· Experience of using Sage 200 or Sage for Education software

· Experience of using BPS budget planning software
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