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This is an exciting opportunity to join our expanding Multi Academy Trust Central Finance 
Team. Finance Assistants work as part of the wider team and are specifically responsible 
for supporting the ordering, invoicing, and supplier payment processes across the Trust’s 
schools. 
 
This is a hands-on role within the Central Finance Team, working closely with colleagues 
across the Trust to ensure consistency, accuracy, and strong financial control across the 
Trust. The role supports the effective delivery of core finance functions, contributing to 
timely reporting and compliance with internal and external requirements. 
 
You will support the Trust Purchase to Pay Manager, working within a team of Trust Finance 
Assistants that are specifically responsible for managing the ordering and invoice 
processes across the Trust’s schools. 
 
You will play an important role within a growing Central Finance Team that currently 
oversees finances for the Trust Central Fund, two all-through schools, two secondary 
schools, and twelve primary schools. This position reports directly to the Purchase to Pay 
Manager. 
 
The wider finance team includes: 

 Two Management Accountants  
 Finance Officers responsible for reconciliations and maintaining accurate control 

accounts  
 A Purchase to Pay Manager and a team of Finance Assistants handling ordering, 

invoicing, and supplier payments  
 Trust Business Managers who oversee budgets, financial monitoring, and payroll 

for their allocated schools  
 
 
 

Finance Assistant  

AAT Central office  

Permanent 

37 hours per week, all year round 

CFO  

AAT B (£26,385-£26,822 Per annum)  

Local Government Pension Scheme 



 
  

This role requires the ability to work closely with the other Finance Assistants and Finance 
Officers within the central finance team, as well as liaising with Budget Holders, 
Headteachers and School level staff, and suppliers as and when required.  

• Posting the below documents to the accounting software in a timely manner with great 
accuracy: 

o Purchase Orders 
o Good Received Notes 
o Purchase Invoices 

• Ensure that all expenditure is recorded against the relevant nominal code and cost centre, 
and that the correct VAT code is used.  

• Ensure that orders are actioned in a timely manner to support School activities. 

• Receive and check supplier statements.  

• Investigate and action any issues that arise with regards to creditors.  

• Any other purchase ledger maintenance duties requested by colleagues.  

• Regular review of commitments and ensure timely maintenance as required.  

• Processing Credit Card transactions Trust wide with great accuracy and in a timely manner.  

• Ensuring tidiness and performing routine ‘housekeeping’ of the finance system and 
ensuring documents are electronically saved and attached.  

2) Other 
 Ensure adherence and compliance to Financial Policies, Academy Trust Handbook, DfE 

guidance and within statutory financial regulations in all that you do.  

 Supporting colleagues within the central finance team as and when required. 

 Supporting with training on the ordering system trust wide. 

 Provide adhoc reports and information as required.  

 Supporting Headteachers & Budget Holders with visibility and transparency of their 

budgets and any questions around this 

 Supporting with Trip payments. 

   

 



 
  

 

This job description will be reviewed annually and may be updated or amended at any time in 
consultation with the post holder. The job description does not form part of the contract of 
employment but describes the way the post holder is expected and required to perform and 
complete the duties set out above.  

All staff, regardless of role, level of seniority and location, have a responsibility to ensure the 
highest levels of safeguarding and promoting the welfare of our pupils.  Annual safeguarding 
training is offered to all staff and it is the individual’s responsibility to be aware of the most up-to-
date guidance in the Keeping Safe in Children Safe in Education document ‘KCSIE’. 

 



 

Qualifications and Experience 

 Experience of working in the education sector  

 Evidence of continuous professional development 

 Knowledge & understanding of importance of Safeguarding 

 Ability to analyse complex problems and present coherent, achievable 
solutions. 

 Flexibility of approach. 

 Commitment to excellence. 

 Willingness to attend training and development as required. 

 Positive, ‘can-do’ attitude. 

 Willingness to seek out and implement new ideas and innovative 
solutions. 

 Willingness to engage in wider school life. 
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 Skills and Knowledge 

 Excellent Excel, IT and numerical skills  

 Able to use own initiative and communicate with proven interpersonal 
skills to all levels of stakeholders 

 Ability to manage competing tasks and priorities  

 Ability to work in a demanding environment and meet deadlines  

 Welcomes challenge and flexible in adopting to the changing needs of 
the Trust 

 Good organisational skills and ability to prioritise own workload 

Personal Qualities 
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 Ability to work individually or part of a team  
 



  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



 
 
 


