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Job Description 


	POST TITLE:
	Finance Assistant

	

	TERMS & TENURE:
	Permanent. 37 hours per week, term-time only plus 18 days (8 Professional Development Days and 10 holiday working).
Scale 4 (SCP7 – SCP11). FTE £26,403 – £28,142.     
Pro-rated to £23,844 -£25,415

	

	LINE MANAGER:
	Trust Finance Manager

	
	

	STAFF SUPERVISED:
	N/A


	OBJECTIVES OF THE POST

To support the Trust Finance Manager with the financial management of the Trust including:

· Providing efficient accurate and timely financial administration support across the trust in particular in relation to ordering and invoicing.

· Managing the trust purchase ledger function ensuring supplier invoices, payments and related records are processed accurately and promptly and in compliance with trust financial procedures.

· Supporting the day-to-day financial activities and contributing to robust financial controls across all schools within the trust.

· Providing an efficient, knowledgeable, co-operative and helpful service to suppliers and members of staff, students and parents. 


	MAIN DUTIES

· Maintaining purchase ledger supplier accounts and conduct bank detail checks in line with fraud prevention controls.
· Processing purchase orders and invoices in a timely manner on a daily basis ensuring accurate coding and appropriate authorisation.
· Matching invoices to purchase orders in a timely manner and resolve any discrepancies.

· Creating payment runs on a regular basis in line with supplier payment terms.

· Monitoring aged creditors on a monthly basis and resolve any outstanding issues.

· Managing all incoming correspondence for finance and resolve or redirect as necessary.
· Collecting and checking of trip payments and keeping comprehensive records for all trips.

· Setting up and monitoring payment items on the ParentPay system including trips and liaising with trip leaders and parents.

· Processing ParentPay collection statements on a weekly basis.

· Analysing the use of 6th form bursary funding and processing weekly students’ payments.

· Processing all cheques/cash payments and maintain floats as required.
· Processing of staff expenses on a weekly basis.

· Analysing of credit card statements on a monthly basis.

· Checking all VAT is claimed correctly, compiling the trust VAT returns and completing the online claims to HMRC.

· Support month end processes including purchase ledger reviews and supplier statement reconciliations.

· Support continuous improvements to the purchase to pay processes across the trust.

GENERAL DUTIES 
· Responding professionally to finance‑related queries from staff, parents and suppliers.
· Supporting the production of monthly management accounts.
· Working within the wider administration team, as required, to provide effective support to staff, particularly in the creation and maintenance of financial records.

· To undertake any other duties of a similar level and responsibility as required by the Finance Manager or CFO.


	OTHER

The post holder will be expected to work constructively as part of a team and to take an active part in the delivery of whole school administrative needs to meet required deadlines as directed by the line manager.




	HEALTH AND SAFETY

The post holder is required to make positive efforts to maintain their own personal safety and that of others by taking reasonable care, carrying out requirements of the law following recognised codes of practice.  The post holder is also required to be aware of and comply with the Trust’s policies on health and safety. 



	DATA PROTECTION

During the course of employment, the holder of the role will have access to data and personal information that must be processed in accordance with the terms and conditions of the Data Protection Regulation and in accordance with the HUET Data Protection Policy.




	COMMITMENTS

Commitment to the community ethos of the school, helping to promote appropriate behaviour and correct uniform wearing when dealing directly with pupils and to Equal Opportunities and Safeguarding.
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