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JOB SPECIFICATION

Job Title:		Finance Administrator
		
Job Purpose:	To support the Finance Team in the day to day running of the financial transactions 

Responsible to: 	Business & Finance Manager

Salary:	KR3 £9,637 pro rata (£18,425 FTE)

Hours:			22.5 hours per week over 5 days
[bookmark: _GoBack]39 weeks per year (currently term time plus Staff Training Days) 

Working in the Simon Langton Schools and contributing to the Langton Ethos

Whatever your role in the schools, as a member of the Langton staff you play a part in supporting the teaching and learning aims of the school and in encouraging the personal development of all students.

	For all members of Langton staff our fulfilment is gained through participating in the life of the schools and observing the impact we have on our students.  We are working to help all our students to develop a sense of identity which will help them to become independent and autonomous adults with the personal resilience and intellectual courage to lead successful and meaningful adult lives.

Our contribution to Langton students

The Langton Ethos is a guideline which describes the attitudes of fulfilment, belonging and, above all, the sense of wonder we hope to develop in our students.  These attitudes can be described simply:

Fulfilment 	Fulfilment involves achievement but this is not simply achievement in examinations and tests.  It may refer to the sense of fulfilment gained through participation in any one of the huge range of opportunities made available to our students.  

Belonging	Meaningful achievement in school helps a student to develop a sense of identity, both as an individual and within the context of the Langton Ethos and, in turn, this sense of belonging gives rise to greater levels of commitment, achievement and success.

Sense of 	We encourage our students to ask big questions that address the complexities of the
Wonder	universe, the world and the human condition.  Our vision is for students to be struck 
		by sensations of humility, awe and wonder at the scale of the universe, the 
		complexity of life and the significance of human thought, encouraging in them 
		reflection and profound contemplation that they may consider and appreciate the 
		value of life and how it can be meaningfully lived.

Required experience

· Experience working in a finance department 

Qualifications

· GCSE pass Math’s and English

Essential skills

· Good communication skills – both written and verbal
· Excellent organisational skills and the ability to work on multiple tasks
· Good customer service skills 
· Completer finisher
· Competent IT skills – especially Excel
· Good team player

Essential personal attributes

· A mature and professional approach based on integrity and the respecting of confidentiality at all times
· Exceptional attention to detail
· Ability to adapt to change and be flexible as the school develops
· A desire for continuous improvement 
· An ability to work under pressure while at the same time maintaining a good sense of humour

Areas of responsibility

· Processing supplier invoices
· Assisting with the preparation of supplier payment run
· Processing purchase orders
· Preparing cash and cheque banking for both Public and Private funds 
· Assist with Wise Pay queries and accounts 
· Assist with Trip accounts 
· Additional responsibilities as determined by the Business & Finance Manager


Support for the School:

· To be aware of and comply with policies and procedures relating to child protection, health and safety, security and confidentiality, reporting all concerns to an appropriate person.
· To contribute to overall ethos, work and vision statement of the school.
· To undertake broadly similar duties commensurate with the level of the post as required by the Headteacher.
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