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SCHOOL:
     THAMESVIEW SCHOOL

JOB TITLE:
     Finance Assistant
              REPORT TO:            Finance Manager
              GRADE:                    KR6
 Purpose

To undertake financial and administrative tasks as requested by the Finance Manager and/or Headteacher, on their behalf, in accordance with the Schools’ Financial or other Procedures.
Responsibilities:
Finance
1. Responsible for undertaking the Inland Revenue Self-employed status check for new self-employed contractors, and being the owner of all associated Thamesview documents & processes for this assessment.
2. Ensure all financial transactions comply with the Scheme for Financing Schools and the Schools Financial Value Standard.
Responsibilities include:

· To be issued with and be responsible for managing a school credit card.

· Managing purchases on the school credit card.
· Recording of expenditure on all school purchase cards in order a monthly reconciliation can be undertaken.
· Managing the school’s reward voucher scheme including, stock levels, authorisation signatures and monthly reconciliation.

· Maintaining the contractors/supplier’s annual charges spreadsheet, update with revised costs, and produce the annual purchase orders for budget holders signature.
· Issuing monitoring reports to all budget holders monthly with a reminder for last day year end orders and end of terms.
· Providing budget reports from the finance system (FMS) as requested by SLT and budget holders.
Voluntary Fund
Day to day management of all voluntary fund transactions and accounting procedures.

Responsibilities include:

· Preparing the weekly bank cash collection and liaising with the supplier collection service.

· Maintain a signatory list of school budget holders.

· Prepare relevant documents for Finance Manager to submit year-end audit to KCC.

· Collection of voluntary monies from students, parents nominated staff, ensure receipts have been issued for reconciliation purpose.
· Costing a school trip to ensure it will be financially viable at all stages, liaising with trip leader.
· Administer online payment system, set up trip accounts and attach students.
· Informing Finance Manager where insufficient funds have been collected for trips.

· Produce balance sheets to be signed off by trip organiser.

Purchase Orders
Responsible for processing of authenticated purchase orders onto the finance system.

Responsibilities include:
· Source product requests from individual staff or departments; looking for best value for money.
· Liaise with purchase companies, follow-up outstanding orders and expedite their delivery.
· Direct goods once arrived on school site to the correct area of the school.  Liaise with site staff for in-house distribution purposes.
· Ensure deliveries are checked prior to inputting onto finance system.
· Complete clerical work in connection with discrepancies on orders and follow these through.
· To maintain a filed collection of supplier catalogues for access.
Liaise with Kier to update the school Asset Register
Miscellaneous

To support the School office function in the absence of colleagues.
 Notes 
1. This job description allocates duties and responsibilities but does not direct the particular amount of time to be spent on carrying them out and no part of it may be so construed.  In allocating time to the performance of duties and responsibilities, the post-holder must have regard to the Conditions of Employment.

2. This job description is not necessarily a comprehensive description of the post.  It may be reviewed once a year and it may be subject to modification or amendment at any time after consultation with the post-holder in order to ensure the smooth running of the school.

3. The ability to converse at ease with members of the public and provide advice in accurate spoken English is essential for the post.
----------------------------------------------------------------------------------------------------------------------------------------
PERSON SPECIFICATION

1. Good GCSE level (or equivalent) English and Maths Qualification.

2. Strong office administration experience.

3. Have good interpersonal and communication skills, both orally and in writing.
4. Have an aptitude to work with ICT.
5. Have experience of Microsoft packages including Word and Excel.
6. Experience of working with SIMS FMS6 would be preferred. 

7. Have the ability to work as a flexible member of a team.
8. Ability to be proactive and work on own initiative. 
9. Willing to contribute to the overall development of the school in a positive and committed way.
10. Committed to the professional development of themselves and others within the team.
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