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Job Description

Finance Assistant
[bookmark: _Int_dXorDZ57]Pay Range:	NJC Scale 3 Points 5-6 £26,427-£26,847 (pro rata) Actual (£22,908-£23,272)
Hours:	37 Hours a week, 8-4pm Mon-Thur, Frid 8-3.30pm (includes 30 minute break)
Term Time only plus 3 Inset Days
Responsible for:	No responsibility for staff
Reporting to:	Finance Manager
	Main purpose of the job:  

· The post falls within the school’s structure of 'Finance and Administration'; carries responsibility for assisting the Business Manager: Finance with all aspect of financial operation and management. 

	Summary of Responsibilities and Key Areas:

1. Finance duties 
2. Administrative duties 


	Finance 
 
· To maintain, as directed, accounts for capitation, school fund, petty cash facilities including reconciliations and the input and extraction of information using the SIMS FMS system.
· To processing orders/purchase orders.
· To processing invoices. 
· To receive income and, as directed, to ensure that monies are lodged in the appropriate Budget Accounts 
· As directed, administer school trips including invoicing, cash collections etc 
· Assist the Business Manager: Finance as directed including producing reports 
· Maintain accounts for School Fund in relation to income and expenditure 

Administrative Duties

To undertake routine clerical duties in the Finance Office. 
To deal with routine finance queries from staff, parents, and external auditors in a professional manner.
To carry out any other reasonable duties at the request of the SLT and to assist with general office duties as and when required.
 
Other Responsibilities: 
 
To attend staff/department meetings. 
To undertake and contribute to staff development. 
To participate in the performance management process. 
To comply with Health and Safety guidelines and procedures. 
To comply with the school’s Equal Opportunities Policy. 
 
This job description may be reviewed and amended following appropriate consultation. 

	Signed by:
	Post Holder:

	Date:
	Line Manager:
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