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Fulston Manor Academies Trust
Post:
Trust Finance Assistant 
Reports to:
Trust Finance Manager 

Responsible to:
Trust HR & Business Director
Salary:

37 Hours per week: 
Details of the Post:

The Finance Assistant works within the Trust Business Team, the purpose of the role is to provide finance support services, within the finance function:

General Finance Duties:

· Assisting the Trust Finance Officer to produce the weekly payment run.
· Processing of properly authorised requisition forms through the school accounting system and production of an official school order.

· In conjunction with the Trust Finance Officer and Finance Assistance placing all official orders and authorising purchase orders for the Trust; inputting orders and invoices on to the Trust’s accounting package, PS Financials, and producing reports from same. 

· Checking and processing of all public fund order and non-order invoices ensuring correct arithmetic and authorisation
· Reconciling all card payments made through the finance office and processing through accounting system ready for bank reconciliation  

· Reconciling all school credit card and processing through accounting system ready   for bank reconciliation  

· Maintaining Purchase ledger, checking statements to ensure that suppliers have

             received payment for goods/services they have supplied.

· Assisting the Trust Finance Officer with the processing of supplier Bacs, Cheque & Staff expense runs for payment through account system, ready to be signed off by signatories; sending BACS remittance by email / post.
· Authorising Purchase order requisitions

· Processing purchase invoices and staff expenses

· Undertaking the weekly payment run

· Posting transactions to the bank

· Dealing with suppliers’ statements

· Inputting petty cash receipts

· Working with the Trust Finance Officer on Aged Creditors / Debtors.

· Providing support in relation to school trips, monitoring monies in and invoices to be paid, balances and queries in conjunction with the trip leaders.

Miscellaneous:
· Dealing with queries from staff, suppliers and parents on the telephone and in person.
· Determining and comparing costs for sound economical purchasing.
· Any other duties as directed by the Trust Finance Manager which are reasonably required for the fulfilment of the role.
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