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	Job Title:
	Finance Assistant

	Responsible to:
	Finance Manager

	Line Management:
	None

	Job Grade:
	H4

	Contract and 
Hours Of Work:
	37 hours/ Termtime + 3 weeks (41 weeks) PA
08.00 am to 4.00pm (Monday to Thursday, 3.30 Friday)

	Job Purpose:
	To ensure timely reporting of the financial systems, so that the Finance Manager/Director is able to deliver accurate reports as and when necessary of the financial status of the school.
To assist the pupils with purchases, First Aid and ad hoc issues.

	Main Duties & Responsibilities
 
	· Recording and processing all orders, income and expenditure in a timely manner on the school’s financial management software
· Check and record deliveries and arrange the distribution of goods.
· Manage the School’s contract register and report renewal periods to the contract holder in good time to ensure value for money is obtained
· Prepare all income for collection by the courier service and agree and post receipts to the ledgers.
· Bank and Petty Cash Reconciliation.
· Assist with debtor control and manage debtors.
· Preparation of BACS and cheque payments within agreed terms.
· Ensure all budget holders have up to date management accounts.
· Manage stocks and sell stationery, uniform and ad hoc equipment.
· Assist pupils and parents with queries including ParentPay and Vericool.
· Assist with preparation of monthly accounts, payroll, and month and year end reporting. 
· Assist with the First Aid needs of the school as a qualified First Aider.

These duties may be varied to meet the changing demands of the School at the reasonable discretion of the Headteacher.







Person Specification

	
	ESSENTIAL
	DESIRABLE

	a) Experience
	· Use of computerised book-keeping and management information systems
· Understanding of computerised payroll software
	· Regular user of FMS accounting software
· Financial management in a school environment
· Use of SAGE 50 Professional software

	b) Qualifications
	· Educated to A level, or equivalent
	· Relevant further qualifications in finance, accountancy, or administration

	c) Skills
	· Ability to prioritise, use own initiative, take and implement decisions to achieve agreed objectives
· Ability to absorb detail, and learn new skills and processes quickly
	· High level of computer literacy, inc. use of spreadsheets

	d) Qualities
	· A clear vision of the role of support staff in a school
· Flexibility and good humour
· Excellent interpersonal, social and communication skills; loyalty, discretion
· Integrity, energy, enthusiasm and a commitment to quality
	· Awareness of the needs, challenges and culture within Education.



Safeguarding

· The Bishop’s Stortford High School is committed to safeguarding and promoting the welfare of children and young people
· This post is classed as having a high degree of contact with children or vulnerable adults and is exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of the Governing Body’s pre-employment checks.

Additional Information

· All employees are expected to contribute to and support the overall aims and ethos of the school and to participate in training and performance management and development.
· The postholder is expected to accept any reasonable alterations to this job description that may from time to time be necessary in response to the changing demands and needs of the school.
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