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Job Description – Finance Assistant
Job Purpose
You will play a key role in our friendly Finance team, helping to keep the school’s financial operations running smoothly. Working alongside supportive and experienced colleagues, you will deliver a responsive and efficient service by carrying out a wide range of financial and administrative tasks.

Duties and Responsibilities
· Responsible for processing invoices for payment.
· Raising GRNs for goods received
· Liaising with the Trust
· Reconcile credit card statements and Caxton card expenditure, keeping accurate records for auditing purposes.
· General admin, liaising with staff and suppliers regarding financial procedures and paperwork. Sending out relevant forms to be completed.
· Checking statements and contacting suppliers if the invoices have not been received.
· Post student and staff refunds
· Run reports for overdue invoices (Amazon)
· Setting up new systems when required.
· Post petty cash receipts and keep accurate records
· Maintain accurate financial records and ensure proper documentation of all financial transactions
· Collaborate with other departments to ensure financial procedures are followed.
· Provide guidance or training on financial processes to staff where necessary.
· Attendance at appropriate staff meetings and CPD activities
· Any other duties as commensurate within the grade in order to ensure the smooth and safe running of the school
			

GENERAL
· [bookmark: _Hlk499887768]Promote and safeguard the welfare of students you come into contact with. 
· Be aware of and comply with policies and procedures relating to safeguarding, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Be aware of and adhere to all School and Trust level policies and procedures and comply with their contents, raising any concerns in a timely manner.
· Be aware of, support and ensure equal opportunities for all.
· Contribute to the overall ethos/work/aims of the School and Trust.
· Appreciate and support the role of other professionals.
· Attend and participate in relevant meetings as required.
· Participate in training, other learning activities and performance development as required.
· Engage actively in the performance review process.
· Perform any other such duties as the Head may reasonably from time to time determine.

This job description lists the key duties and requirements of the job and is not all-inclusive. The post holder may be expected to perform duties, under the direction of the Head, other than those contained in this document and may be required to have specific job-related knowledge and skills. The allocation of duties is provisional and is subject to regular review.


Signed _______________________________________________________   Date ____________________
	Finance Assistant   


Person Specification – Finance Assistant 


	Criteria
	Essential
	Desirable
	Evidence by

	Education/
Qualifications

	GCSE or equivalents Grade 4 / Grade C or above in English and Maths
	AAT Level 2 Foundation Certificate in Accounting or equivalent qualification

	Application form
Certificates

	Experience
Relevant work and other experience
	At least two years office-based experience


	Experience of working in a secondary school 
Experience working within a finance department

	Application form

Interview


	Skills & Ability
e.g. written communication skills, dealing with the public etc.
	Excellent communication skills, both written and oral
Be able to establish and maintain positive professional relationships 
Good organisation skills with the ability plan and manage own time effectively
Ability to use IT systems 
Ability to take initiative and to work as a member of a team and independently

	
	Application form
Interview
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