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JOB DESCRIPTION

FINANCE ASSISTANT

Grade: 		Kent Scheme C (FTE £25,126)
Responsible to: 	School Business Lead 

Job Title: Finance Assistant
Location: Harrietsham CofE Primary School, Maidstone, ME17 1JZ
Hours: Part time, Term Time only
Contract Type: Permanent
Salary: KSB (FTE £25,126) pro rata £8,651

Purpose of the Job:
To provide efficient and effective financial administrative support to ensure the smooth running of the school’s finance operations in accordance with school policies, procedures and statutory regulations.

Key duties and responsibilities:
· Assist with the processing of orders, invoices and payments in line with school financial procedures
· Maintain accurate records of all financial transactions using the school’s financial management system
· Support with budget monitoring and reporting, including preparation of monthly reports for the School Business Manager
· Assist with the administration of petty cash and reconciliation of accounts
· Support the preparation for financial audits and year-end procedures
· Liaise with suppliers, staff and other stakeholders regarding finance-related queries
· Maintain confidentiality at all times and ensure compliance with data protection regulations
· Assist with the collection and recording of income, including trip payments and other income streams
· Carry out other general administrative tasks as required to support the wider school office

[bookmark: _GoBack]This list is not exhaustive and you may be required to undertake other duties as requested by the Headteacher and/or School Business Lead.





	
	

	Qualifications
	GCSEs (or equivalent) in English and Maths

Evidence of recent, relevant training in financial administration (desirable)

Willingness to undertake further training as required

	Experience
	Previous experience of working in a finance or administrative role, ideally within an educational setting

Experience of using financial management systems (desirable)

	Skills and abilities
	Good numeracy and literacy skills

Strong organisational skills and attention to detail

Ability to work accurately and to deadlines

Proficient IT skills, including use of Microsoft Office (Word, Excel, Outlook) as well as finance packages

Understanding of financial regulations and procedures relevant to schools (desirable)

Effective communication and interpersonal skills
Ability to communicate basic financial information to teachers, other staff and external suppliers
Ability to receive and assess information over telephone or in person and refer to the appropriate person or source of information

Ability to investigate queries and anomalies when required

Ability to operate computerised and manual filing systems and to make improvements where necessary

Ability to process and maintain financial records

Commitment to equalities and the promotion of diversity in all aspects of working

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

Requires knowledge and procedures for a range of administration activities including knowledge of various IT packages

Awareness of the School’s Record Retention Policy and freedom of information protocols or an awareness of the requirement for this policy and protocol 
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