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Job Description 
Job Title: 

Finance Assistant (Lettings)



Salary: Kent Range 5  £19,723 - £20,893 pro rata



25 hours, 40 weeks per year
Reporting to:

Finance Officer/Business & Finance Administrator
Purpose of the Job:

To work as a member of the Bursary team providing a consistent and high standard of financial and administrative tasks in order to assist in the smooth, efficient running of the school.  This is a very busy office so the successful candidate will need to be able to work under pressure to meet deadlines.

Dimensions
This post has no particular budget responsibilities.

Subordinates: None

Principal Accountabilities:
· Take a lead in the lettings of the All Weather Surface and other areas of the school involving: responding to lettings enquiries; arranging lettings (ensuring all events are suitable and that school/financial policies and procedures are adhered to at all times); liaising with neighbours in conjunction with the Bursar; liaising with the Caretakers; scheduling lettings on the Schoolhire or other programmes; recording payments; invoicing off-line payments; recording payments received; chasing outstanding payments and paperwork and any other matter relating to lettings of the school premises.  

· Produce all necessary financial and administrative reports and information as required

· Assist in providing financial information to respond to queries from clients (suppliers, parents, Local Authority, etc.) and maintain a quality service and customer satisfaction.

· Assist with the banking and recording of all other school income, processing of orders, invoices and BACS payments as necessary to maintain up to date records and ensure that information is accurate and easily accessible.
· Carry out filing as necessary.
· Assist with events in the school where necessary.
· Undertake training in all aspects of the Bursary to provide the ability to assist with all day to day activities and ensure the smooth running of the Bursary in the event of other staff absence.
Scope for Impact:
As part of the Bursary Finance Team the Finance Assistant will have responsibility for assisting with the monitoring of the school budgets by providing good, accurate and timely information to the Business & Finance Administrator and budget holders to ensure that the school is managed effectively.

Provision of accurate and up to date records for lettings will ensure the facility is financially viable and runs smoothly. 

Job Context:
The Finance Assistant is a member of the school’s Bursary team and would be expected to use their knowledge to resolve basic problems.  There is regular support and supervision available but the Finance Assistant will need to apply their knowledge, experience and training to develop and improve the financial support services to the school.

Person Specification   
Maidstone Grammar School is seeking to appoint a Finance Assistant to join the busy support team in the Bursary which deals with ordering, invoicing and payment for goods, budget control, school trips administration, lettings, cash handling and a variety of other tasks.  The Finance Assistant will take the lead role in dealing with the lettings of the All Weather Surface and other school facilities but will be expected to undertake a number of other tasks depending on demand.

The successful candidate will be adaptable, motivated, proactive, enthusiastic and willing to learn new skills.  They will be a team player with excellent attention to detail and good organisational skills.

	
	CRITERIA 

	QUALIFICATIONS
	· Qualified to a minimum of Level 2 (GCSE) or equivalent.

	TRAINING
	· Evidence of Continuing Professional Development.

	EXPERIENCE


	· Ideally, must have at least two years’ experience working in a financial capacity.  

· Evidence of working in an area showing good organisational skills is essential.  

· Must be able to work under pressure and be a strong team player.  

· Previous experience of working in a school environment is desirable but not essential.

	KNOWLEDGE & SKILLS


	· Applicants must possess good verbal and written communication, have a good general standard of education, have excellent administrative and organisational skills and be able to demonstrate sound numeracy, literacy and IT skills. 

· A working knowledge of Microsoft Excel, Word and Outlook would be an advantage.  

· Knowledge of SIMS and FMS6 would be desirable although training will be provided to the successful candidate.   

	PERSONAL QUALITIES

	· Highly developed interpersonal skills.  

· Ability to learn new software and follow processes quickly and accurately. 

· Ability to work under pressure, prioritise workload and meet deadlines.  

· Organised and efficient time management and flexibility to work as part of a team.  

· Commitment to continuing professional development.  

· Ability to challenge staff and clients who do not meet the School’s policies and protocols, particularly in relation to the lettings, financial and property management.

	GENERAL INFORMATION

	· The successful candidate will be required to work 25 hours per week, ideally 5 hours each day Monday to Friday.

· The post holder is required to work for 40 weeks per year (term time plus 5 days’ Inset plus an extra 5 days during the school holidays). In addition, the post holder will receive a payment in respect of their pro rata entitlement to Annual Leave appropriate to their grade, Bank Holidays and the KCC concessionary day. 

· Annual leave must be taken in school holidays and will be dependent upon the requirements of the school.

· This post is subject to an enhanced DBS check.
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