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JOB DESCRIPTION

FINANCE  ASSISTANT
“Treat others as you wish to be treated”
Kent Range 3
NAME:












Main objective - To provide a wide range of administrative duties within the Finance team and to support the Business Manager within the expanding school.

Principal Accountabilities and job context 
Maintain financial systems and procedures in accordance with KCC financial regulations in order to ensure the effective financial operation of the school budgets by attending training courses to keep the knowledge of FMS computer systems up to-date .

To assist with the process of orders, delivery notes, credit notes and invoices.

To assist with the collections of monies for school day trips, residential school journeys and any other school fund activities as requested by the Business Manager.

Respond to general enquires from the LA, other schools, customers, parents and pupils, ensuring that all queries are dealt with effectively and in accordance with KCC financial procedures in order to maintain an efficient service.

Assist with the reconciliation of reports within the school computerised systems and under the supervision of the Business Manager/ Head teacher to ensure that all information relating to staff payments and payroll are processed accurately and on time.

Maintain the finance team central filing system archiving /destroying documents as necessary in line with the schools document retention policy.

Undertake other routine clerical duties; dealing with correspondence as appropriate and assisting the Business Manager to keep an up to date asset register of school resources to comply with School Financial Value Standard regulations.

The post holder is responsible for ensuring that invoices, receipts and staff payments are processed and recorded in the school computer systems within strict deadlines and in accordance with KCC Financial Regulations.  

The post holder is a member of the school’s finance team but would be expected to perform any reasonable duty as directed by the Business Manager/Headteacher.
Experience necessary  

Good general standard of secondary education - the post holder must be numerate.

Must have banking or accounting experience from the public sector would be an advantage.

Must be computer literate and had other office experience within an accounts department.

Must be aware of Financial Regulations and able to adhere to KKC guidelines and other relevant school policies. 

Good communication and organisational skills are essential 

Ability to prioritise own workloads and to work to deadlines.

Scope for impact 

The school is managed as a stand alone unit. As part of  the  finance team the post holder will have the responsibility for assisting with the monitoring of the school budgets by providing good, accurate and timely information to the budget holders to ensure that the school is managed effectively .

Organisation

Head teacher

I

Business Manager

I

Finance Assistant
All staff should use and promote Standard English at all times.

This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

Signed ……………………………………………………………………………………  Post Holder
Date: ………………………
Signed ……………………………………………………………………………………  Headteacher
Date: ………………………
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Mrs S Taylor


Headteacher
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