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	Grade:
	Kent Range KR5

	Responsible to:
	School Business Manager (SBM)


Purpose of the Job:

Responsible for the day-to-day financial processes of the school’s purchasing and financial systems in accordance with KCC Scheme for financing schools. Provide support to the School Business Manager (SBM) in the creation of timely and accurate information for the Headteacher and Governing Body as required.

Key duties and responsibilities:

1. Undertake a range of financial processes and procedures, to support the SBM, including but not limited to: placing orders, invoicing, BACs run, banking cash, issuing receipts, best value purchasing and working closely with all suppliers.

2. Implement the school policy with regard to the hiring of school facilities and manage the associated financial transactions ensuring all necessary requirements are met. Act as lead liaison for clubs and organisations hiring the school facility.

3. Manage the school Asset Register to ensure all asset additions and disposals are recorded and reported to the SBM for presenting to governors. 

4. Manage the School Voluntary Fund in line with LA guidelines and all associated auditing requirements.

5. Work closely with school leaders and teachers in the successful implementation of all school trips and visits in terms of collection of parental contributions, insurances and financial planning. 

Individuals in this role may also undertake some or all of the following: 


1. Undertake other support duties such as reception, dealing with correspondence, filing and use of Microsoft OFFICE.

2. Other duties as maybe required by the Senior Leadership Team of the school.

Kent County Council
Person Specification: Finance Assistant
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS
	· A level of qualification, relevant to the role such as Maths GCSE/A Level, accountancy, book-keeping.



	EXPERIENCE


	· General experience of working in a finance role. 



	SKILLS AND ABILITIES


	· Ability to communicate a range of financial information both verbally and in writing with the senior leadership team and other staff. 

· Keyboard skills applied with precision and speed 

· Must be computer literate and have previous experience of working within financial regulations.

· Ability to prioritise own workloads and to work to deadlines is essential.



	KNOWLEDGE


	· Knowledge of a range of financial procedures, including order and invoice processing, bank reconciliations, financial reports and account monitoring.

· Awareness of the need to understand KCC Financial Regulations and all other relevant school policies.

· Knowledge of a range of IT systems

· Knowledge of computerised and manual filing systems

· Awareness of the School’s Record Retention Policy, General Data Protection Regulations and freedom of information protocols or an awareness of the requirement for this policy and protocol.

· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety.
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