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JOB DESCRIPTION
Job Title	Assistant Accountant 
Location	Radley College, Abingdon
Responsible to	Finance Manager
Purpose of role	To support the Finance Manager and the Accounts team in providing an efficient and effective finance operation for the school.  


Key Tasks:

1	Accounting for subsidiary companies Radley College Services/Radley College Limited
· Liaise with the Commercial Lettings and Sports Centre departments regarding company profitability, financial matters arising and debt collection.
· Maintain the cash books, purchase and sales ledgers.
· Prepare and post inter-company invoices including petrol and lettings expenditure.
· Complete monthly lettings profitability analysis.
· Liaise with members of the Radley College Golf Club responding to queries on a timely basis; generating the annual membership invoices and controlling debtors.
· Support the Finance Manager in the preparation of information for audit, and in the preparation of the subsidiary statutory accounts
· Support the Finance Manager in the review and preparation of the Radley College Services VAT return, and information for the Radley College Leisure VAT return.
· Reconcile monthly bank statements, debtor and creditor control accounts and other balance sheet accounts for these entities.
· Prepare and reconcile all postings for Real Tennis, reconciling income to the bank account, and to the tennis pro’s payroll submissions.


2	Debt collection
· Match all cash against debtors.
· Collect direct debits (on a monthly, quarterly or annual basis, as needed)
· Regularly chase debts, liaising with the Commercial and Sports Centre teams and the Peach Croft Farm manager, escalating as needed.
· Review BACs error reports and communicated non-payments back to the originators. 


3	College Fixed Assets
· Update the College fixed asset register for new assets and disposals.  
· Physically verify five assets each term.  
· Support the Finance Manager in the checking and posting of the annual depreciation charge.

4.	Other
· Raise invoices for College rental land and properties, liaising with the Bursar regarding the rent terrier.
· Process monthly interest on Radley College deposit accounts and ensure balances are reconciled to statements.
· Process postage recharges on a monthly basis.
· Prepare minibus recharges to the various college departments on a termly basis
· Contribute to the way the department is run and the procedures that are adopted.
· Contribute positively to departmental meetings.
· Attend relevant training courses to continually develop technical and personal skills.

	These key tasks are not intended to be exhaustive, but they highlight a number of major tasks that the post-holder may be reasonably expected to undertake.




PERSON SPECIFICATION

	
	Essential
	Ideal

	Education

	GCSE Maths & English or equivalent
	Degree

	Qualifications

	ACA/ACCA/CIMA part qualified or AAT qualified

	

	Experience

	Experience in a similar role.

	Experience of working in a school environment.  

	Personal Attributes:
Motivation






Drive





Intellect

Judgement






Credibility & Communication





Resilience






Technical


	

Identifies and communicates areas of work which can be improved

Has clear goals for personal and career development.


Is energetic and enthusiastic.

Gathers information and analyses situations in a thorough and accurate manner.


Can weigh up information, issues and evidence.  

Knows when to ask for support and advice from colleagues.

Explains issues and concepts clearly and confidently within team.  


Excellent communicator both written and verbal.

Excellent people skills.  




Can balance normal workflow and demands without disruption to team members.


Effective time management.  


Extensive knowledge of IT including Excel and Word.


	

Is positive and questioning in approach.

Identifies and confronts obstacles to personal performance.







Suggests solutions to situations.

Quickly grasps issues.






Displays active questioning and listening skills.  

Keeps manager informed of progress and difficulties in assignments.

Can prioritise conflicting demands.





Knowledge of Oasis finance package.
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