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HARLINGTON UPPER SCHOOL

JOB DESCRIPTION


	


	Job Title:
	Finance Assistant


	Responsible to:
	Senior Finance Assistant


	Salary:
	Salary:
NJC Level 2B (Points 3-5)
£24,796 - £25,583 per annum prorated.  
Actual salary: £21,209 - £21,882 

This salary is paid on a pro-rata basis to reflect term time plus 5 training days.


	Hours:


	This post is for 37 hours per week, term time only, including five training days.



Purpose of the Post:

To support the Senior Finance Assistant and School Business Manager in managing the day-to-day finances and financial administration in the school.  Excellent interpersonal and communication skills are essential and the ability to work under pressure, meet deadlines and plan priorities effectively 
	Harlington Upper School is committed to Safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

All offers of employment are subject to the satisfactory completion of safer recruitment checks and references, including an enhanced DBS check.

Online checks and reference requests will be conducted in line with Keeping Children Safe in Education and prior to interview.



Main duties and responsibilities:

To assist the Senior Finance Assistant in managing the day-to-day organisation in the finance department.

Daily monitoring of the Finance email requests, must ensure messages are dealt with in a timely manner.

To process order requests, raise department purchase orders and requisitions.  Manage and monitor goods received and follow up any outstanding orders where necessary.

To manage and maintain ParentPay which includes adding trips and activities etc.  Issuing, managing and providing reports on request.
Maintain and update supplier records, process invoices for approval.
To process credit card invoices and receipts.

Maintain contract and SLA records including monitoring renewals and resolving queries.

Support with any other duties which may be deemed appropriate to this role.
To ensure all financial activities are carried out in accordance with the Trust Financial handbook and ensure compliance.
Maintain confidentiality at all times in respect of school related matters and to prevent disclosure of confidential and sensitive information.

Promote the safeguarding and welfare of young people within the school, raising any concerns by following school protocol and procedures.

Undertake any other duties commensurate with the level of the post, as required by the Headteacher.
Person Specification

Finance Assistant
	Essential
	Desirable



	Qualifications

	Educated to GCSE level (or equivalent) with English and Maths at grades A*-C (9-4)
	AAT qualification or equivalent and or willingness to undertake further training and work towards AAT level 2

	Skills and Experience

	Excellent interpersonal and communication (both verbal and written) skills
	Excellent numerical and financial skills

	Excellent organisational skills and ability to work with a high degree of accuracy in record keeping.

	Knowledge of Access financial software

	Good working knowledge of Microsoft Office, including Word, and Excel, and management information systems.
	Knowledge of school management information software.

	Personal Attributes

	Ability to work with autonomy within set boundaries and solve problems on a day-to-day basis.
	

	Ability to cope with conflicting demands and deadlines and be able to manage and organise own workload
	

	Ability to always maintain confidentiality
	


