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ST. GEORGE'S C of E FOUNDATION SCHOOL
JOB DESCRIPTION
JOB TITLE:
Finance Assistant
GRADE:
Kent Scheme B
ACCOUNTABLE TO:
Senior Finance Officer
JOB PURPOSE:
To provide service within the Finance Office as detailed below.

DIRECTLY RESPONSIBLE

TO THE POSTHOLDER:
Not applicable.

TEAM LEADER TO:
Not applicable

KEY ACCOUNTABILITIES:

All staff at St George’s C of E Foundation School are deemed to be engaged in regulated activity and thus are expected to actively support and promote the vision and values of the school including being committed to safeguarding and promoting the welfare of children.

The Finance Assistant is responsible to the Senior Finance Officer for the following:
1. To handle all ordering and delivery procedures, liaising with the Directors of Learning, Budget Holders and Caretakers providing evidence relevant to goods ordered to keep records of ‘Best Value’.

2. To process all orders on the school’s computerised accounting system, liaising with Budget Holders in respect of any queries relating to deliveries, including arranging for credit notes if applicable.

3. To ensure all orders are delivered within appropriate time scale and follow up orders that fall outside.

4. Assist the Senior Finance Officer in dealing with invoice queries and checking supplier statements.

5. Dealing with the Petty Cash procedures, ensuring claim forms are completed and signed by the relevant member of staff and all necessary receipts are in order.  Dealing with the necessary reimbursements to members of staff and arranging for the account to be reimbursed on a monthly basis.  Authorising cash in advance payments, in accordance with school procedures. Processing petty cash on the system on a monthly basis.

6. The banking of all school receipts, ensuring all procedures are followed correctly.  Bring any discrepancies to the attention of the Senior Finance Officer.

7. To support student visitors to the finance office e.g. adding cash to individuals’ card, taking money for school trips etc. 

8. To manage the on-line payment scheme ensuring that all staff, new students and their parents are given the opportunity to register on the system.
Asset Management

1. To register all assets with a purchase value of £250 or more ensuring that the system is updated regularly.

2. Once a year to assist the Senior Finance Officer to Audit the register against actual recorded items. 
3. To ensure that the correct procedure is followed for the disposal of assets.
Other Duties
1. To undertake such other duties as the Senior Finance Officer, Director of Finance and the Senior Leadership Team may determine within the range of duties expected of Financial staff.
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PERSON SPECIFICATION

	
	Essential
	Desirable



	Qualifications and Training
	Grade 4 GCSE English and Mathematics or equivalent or NVQ Level 2 in Business Administration, Finance or similar

Willingness to undertake further training
	Training in use of FMS6

Training in use of SIMS



	Experience 
	Must be ICT literate

Use of Word and Excel

Recent office skills/clerical/secretarial work

Financial input and administration experience

Financial monitoring experience


	Worked in a school office

	Skills and Knowledge
	Excellent written and oral communication skills

Accurate typing and good ICT skills

Knowledge of data protection issues and good financial practice

Excellent time management and organisational skills

Able to prioritise own workload and work to deadlines


	FMS/SIMS experience

Understanding of Safeguarding within schools 

Understand school office systems

	Personal Qualities
	Approachable

Understand the need for confidentiality

Willingness to work as part of a team, share ideas and improve efficiency

Positive, pro-active attitude

Flexible


	



