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Finance Assistant

JOB DESCRIPTION
Trust School:	 	Salendine Nook High School
Grade:			Grade 6, NJC Point 7–11 
Hours:			4 days per week 8am – 4pm (52 weeks)
Contract type: 	Permanent, Part time
Reporting to:		Director of Finance / Chief Finance Officer (CFO)
Responsible for:	None
Job Purpose:	To support the Director of Business and Finance at Salendine Nook High School and the CFO of Heritage MAT in ensuring the effective financial administration of the Trust and that the Trust’s financial regulations are adhered to. The Finance Assistant will work collaboratively with the finance team to maintain an efficient, effective, and secure financial systems.
Key Responsibilities
Procurement & Purchasing
Process and place approved purchase orders from requisitions within budget
Assist in obtaining best value for purchases, ensuring quotes and tenders are secured in line with financial regulations
Manage delivery notes
Process invoices within payment terms and manage any queries
Supplier & Contract Management
Verify and add new suppliers to the accounting system in coordination with the central trust team
Maintain the supplier database
Reconcile supplier statements with the accounting system
Cash & Banking
Process petty cash claims and ensure account reconciliation
Manage Direct Debits and Standing Orders
Prepare income for banking, issue receipts
Ensure secure handling and storage of cash, cheque books and bank stationery
Credit Card & Recharges
Place and enter credit card orders following approval
Reconcile monthly credit card statements
Process monthly departmental photocopying and printing recharges
Budget Monitoring
Ensure budget holders have access to monthly spend reports
Trips & Events
Liaise with trip administrators to provide financial reports and summaries
Administer systems such as ParentPay
Pupil Support & Income
Coordinate with staff and suppliers to support pupils eligible for free school meals
Raise invoices and monitor debt collection
Process all income and reconcile with primary records
Undertake administrative tasks in relation to ParentPay and other cashless systems

Role for Heritage Multi-Academy Trust
Process BACS runs to ensure invoices for all the schools are paid within terms
Reconcile the central bank statement on a weekly basis
Complete the monthly VAT submission

General Duties
Liaise with auditors, as necessary, and respond to internal/external queries
Maintain security of the finance office and safe
Support colleagues and cover absences by being familiar with all finance procedures
Contribute to the Finance Procedures Manual
Undertake general clerical duties and attend relevant training and meetings
Maintain confidentiality at all times
Additional Information
This post is subject to an enhanced DBS check as it is a regulated position.
The job description may be amended at the discretion of the Headteacher to meet the changing needs of the school.
Reasonable adjustments will be made to support disabled applicants or employees.
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