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Avonmouth CE Primary School and Nursery
Finance Assistant

Reports To: 			School Business Manager    
Salary Range: 			BG6 
PURPOSE OF JOB
To provide Finance and HR administrative support for the completion of effective support services in the running of the school.  
KEY OUTCOMES
1.	Finance
To assist the School Business Manager in applying standard data recording and accounting procedures for the school as per instructions from the Local Authority through:
· Processing of orders and invoices (creditors and debtors)  through the RM Finance system and ARBOR
· Data input, including credit card reconciliations
· Recording and receipt of monies for educational visits, extra-curricular activities etc.
· Cash handling, collection, reconciliation and banking
· Collating statistical data

2. 	HR
· HR administration for starters, leavers and contract changes using ARBOR and iTrent
· Processing staff expenses claims, timesheets and absences.
· Booking staff training
· Collating statistical information (census, sickness data)

3.  Administration 
Provide effective administration support to the agreed procedural standards to ensure the smooth running of the team’s workload through:
· Provide a service to resolve or pass on to the appropriate person, face to face, written & telephone enquiries.  
· Work with the school administrator to provide reception cover as required (attendance & school meals)
· Filing
Photocopying
· Use of appropriate IT programmes such as Word and Excel
· Composing written correspondence both in letter and email format
· Ensure consistency of image in all school communications in line with the agreed branding policy
· Ensure  the regular updating of the school website 

This job description sets out the key outcomes required.  It does not specify in detail the activities required to achieve these outcomes


GENERAL
A	So far as reasonably practicable, the post holder must ensure that safe working practices are adopted by employees, and in premises / work areas for which the post holder is responsible, to maintain a safe working environment for employees and service users.  These are defined in the Corporate Health, safety and Welfare policy, departmental policies and codes of practice.
B.	Work in compliance with the Codes of Conduct, Regulations and policies of the City Council, and its commitment to equal opportunities   
[bookmark: _GoBack]C.	Ensure that output and quality of work is of a high standard and complies with current legislation / standards 
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