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Job Description & Person Specification 
Finance Assistant 
(This post in subject to DBS checks)


Last updated: May 2026







	Grade:
	Kent Scheme B

	Responsible to:
	School Business Manager & Headteacher




Purpose of the Job:

To provide general finance administrative support to facilitate the efficient and effective use of the school’s budget. 

Key duties and responsibilities:

1.Processing orders and invoices and maintaining the Finance system (currently Bromcom).
2. Reconciling the school credit cards
3. Produce a range of financial information and data for the School Business Manager
4. Deal with supplier issues, check incoming stock deliveries and arrange for distribution and storage 
5. Maintain records of free school meals and undertake related financial administration, in accordance with KCC financial regulations.
6. Responsible for the management of voluntary fund including monthly reconciliation and banking of cash
7. Manage the ParentPay system and parent enquiries related to this including pupil meals & trips
8. Update the management information system with staff absence
9. Obtain quotes and organise travel arrangements for school trips
10. Administration of the school milk scheme.
11.  Undertake other administrative support duties, such as reception duties including helping parents, children and staff with queries.
 

Footnote:	This job description is provided to assist the job holder to know what his/her main duties are.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of post.

Kent County Council
Person Specification:   Finance – Level 2
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


	GCSE English and Maths A-C or equivalent.

	EXPERIENCE


	
General experience of working in within financial procedures.
School based experience desirable

	SKILLS AND ABILITIES






	· Must be numerate
· Must be computer literate and had other office experience.
· Must be aware of or willing to learn KCC Financial Regulations and other relevant school policies.
· Must be able to communicate basic financial information to teachers, other staff and external suppliers.
· Ability to prioritise own workloads and to work to deadlines is essential.
· Ability to investigate queries and anomalies
· Ability to process and maintain financial records
· Teamwork

	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
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