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Job Description: Finance and Lettings Assistant 
	
	

	Pay Grade: KSB/C
Up to 37 hrs pw, 39 wks pa
	



RESPONSIBLE TO:  Finance Officer

Purpose of the Job:

To provide effective financial and administrative support to the academy to facilitate the efficient and effective use of the academy budget and the Voluntary Fund. To provide effective financial and administrative support for the lettings facility offered by the academy.

Key Duties and Responsibilities
Academy - Finance 
· Undertake a range of financial procedures including: placing orders , processing purchase invoices, and dealing with supplier issues.
· Produce a weekly BACS payment run ensuring all appropriate documentation is authorised in line with the Academy’s finance policy.
· Prepare bank journals (funding, DDs etc)
· Raise sales invoices and record receipts within the Academy’s financial system.
· Contracts schedule - maintain central register of leases and contracts. Monitor contracts and highlight any that are due for renewal.
· Track and record Pupil Premium income and expenditure to ensure accurate reporting.
· Manage the academy’s policy for the 16-18 Bursary Fund, including processing student applications, monitoring payments, and producing reconciliations as required.
· Support the Finance Officer in the preparation of the monthly payroll submission.


Voluntary Fund - Finance 
· Set up school trips, events and product payment options within the Academy’s online payment portal (SCOPAY)
· Monitor outstanding balances for trips and events and proactively chase any overdue payments.
· Process refunds or transfers in accordance with Academy cancellation procedures.
· Ensure the timely banking of any cash or cheque payments.
· Perform a weekly bank reconciliation
· Respond efficiently to queries from parents and staff regarding trip/event payments and balances.  
· Provide basic technical support to parents/carers struggling to access or use the online system.

Lettings
· Manage and process all hire enquiries and bookings for school facilities.
· Issue hire agreements to all new and renewing hirers in strict accordance with the school's established lettings policy.
· Generate and issue hire invoices and process payment receipts against hirer accounts.  
· Identify any hirers with outstanding or overdue balances, proactively chase any overdue invoices.
· Follow up and solve problems on behalf of the school and its hirers to maximise income.
· Liaise closely with the premises team to ensure adequate staffing and cover for all periods of lettings.
· Maintain up-to-date customer records within the finance and booking system, update hire rates, archive inactive accounts and update booking availability calendars.


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. The post holder is required to perform other reasonable duties and provide role cover when necessary as assigned by their line manager. 






Towers School and Sixth Form Centre 

Person Specification: Finance and Lettings Assistant 

The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   


	
	CRITERIA 

	
QUALIFICATIONS

	
· Relevant finance qualification (Level 2/3 ) 
OR
· Qualified by experience with a proven track record of working in a finance role within a school environment
· GCSE English and Maths grade C/4 or above (or equivalent).


	EXPERIENCE
	
· Experience in finance and administration.
· Experience of working within a school environment (preferred).
· Experience of maintaining strong financial records and controls.


	
SKILLS AND ABILITIES







	
· Able to communicate effectively to staff, students and parents both in written communication and over the telephone.
· Work efficiently and accurately with strong attention to detail.
· IT literate, proficient in Microsoft packages such as Word and Excel.
· Ability to work on own initiative and prioritise own workloads, work well under pressure and to strict deadlines.
· Be flexible and adaptable
· Ability to work as part of a team.


	
KNOWLEDGE


	
· Knowledge of accounting and financial procedures sufficient to maintain accounts and produce financial reports.
· User knowledge of FMS and SCOPAY systems preferred but not essential. 
· Awareness of DfE Financial Regulations and an understanding of relevant school policies preferred but not essential.
· An understanding of safeguarding responsibilities within an educational setting.
· Awareness of Data Protection and confidentiality issues.
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