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WESTCOUNTRY SCHOOLS TRUST
JOB DESCRIPTION

Job Title:     		Finance Apprentice
Location:	Based at a WeST school in Devon
Grade:	WeST pay scales, Grade C, Scale 5 - 7
Hours:			37 hours a week, all year  
Reports to:		Trust Finance Manager
Responsible for:	No line management responsibility
Key Responsibilities:   Finance team locally at school and centrally in the Trust, Operations                                                                                        Manager, and key stakeholders.

Job Purpose
Working as part of the finance team providing support to specific WeST school/s or the Trust as a whole.  This will be achieved within Academy Trust Handbook and WeST Financial Procedures and Regulations whilst ensuring internal and external deadlines and audit requirements are met. 


Duties and Responsibilities

Provide administrative and finance support to both the WeST Central Finance Team and the wider schools’ Finance Team while developing skills, knowledge and confidence through training, guidance and supervision. Duties may include assisting with the following areas of activity, ensuring confidentiality is maintained at all times:
 
· in administering and maintaining the Trust finance system, and providing support for other users when required; 
· in all aspects of the ordering of goods, services and supplies where required; 
· with processing purchase and sales invoices through the appropriate Trust systems, learning to apply nominal coding and VAT correctly and escalating any queries for review;
· with supplier communications where required, referring queries to the appropriate member of the Finance Team;
· in ongoing works to maintain and consolidate the Trust’s purchase ledgers; 
· with bank and other account reconciliations and related transaction processing, highlighting any issues or uncertainties to the Trust Finance Manager or relevant finance colleague;
· in the process of preparing and processing BACS and other payments;  
· with reviewing credit card authorisations across the Trust, escalating any queries as required;
· with reviewing balance sheet reconciliations across the Trust;
· support the processing of periodic inter-school charge transfers under guidance;
· in value for money /procurement efficiencies exercises; 
· with the VAT returns process by preparing supporting information and referring items for review as required;
· provide general help, support and training to the central finance team and local finance teams;
· support staff with routine order preparation queries, signposting to Financial Regulations and seeking guidance where needed; and
· contribute to process improvement work by sharing observations and assisting with agreed administrative tasks.

This job description provides a general reflection of the main duties and responsibilities of the post at the date of production.  You may be expected to take on other reasonable activities deemed to be within the character of the post to assist in efficient service delivery.  The duties may change over time as requirements and circumstances evolve without changing the general character of the post or level of responsibility.   





PERSON SPECIFICATION

E = Essential, D = Desirable
	Method of Assessment
The table indicates the possible method/s by which the skills/knowledge/level of competence in each area will be assessed.
	Essential or Desirable
	Application Form
	Interview (or other selection activity)

	VALUES-LED CULTURE (The WeST Way) - It is important to us that your values align with ours:

	Collaboration:

	We are "Stronger Together," sharing expertise across the trust to lift every school
	E
	
	X

	Aspiration:

	We refuse to accept that geography or disadvantage dictates destiny
	E
	
	X

	Integrity:

	We act ethically, transparently, and with financial propriety
	E
	
	X

	Compassion:

	We recognise need and act with positive intention to support wellbeing
	E
	
	X

	Respect:

	We value diversity, listen to our communities, and treat every individual with dignity
	E
	
	X

	QUALIFICATIONS:

	GCSE 9 to 5 or equivalent in Maths and English
	E
	X
	

	A-Level or equivalent
	D
	X
	

	EXPERIENCE:

	Computer literate with working knowledge of MS office 
	E
	X
	X

	A working knowledge of financial packages, eg PS Financials 
	D
	X
	

	Experience of working in an accounting environment  
	D
	X
	

	Experience of working in a school environment 
	D
	X
	

	KNOWLEDGE, SKILLS AND ABILITIES:

	Excellent verbal and written communication skills 
	E
	X
	X

	Confidentiality 
	E
	X
	

	Self-motivated with the ability to use own initiative and work as part of a team 
	E
	
X
	
X

	Methodical and organised, ability to prioritise and complete tasks within tight deadlines  
	E
	
X
	
X

	Ability to work to high standards of accuracy 
	E 
	 
	X

	Able to follow direction and work in collaboration with colleagues 
	
	
	

	Commitment to implement whole school/staff policies relating to the safeguarding of children 
	E 
	 
	X

	Willingness to undertake professional development, improve own and team performance
	E 
	
	X

	FURTHER REQUIREMENTS:

	Commitment to child safeguarding and KCSIE.  
	E 
	
	

	
	
	
	



1
This job description provides a general reflection of the key accountabilities associated with the post, and you may be expected to take on other reasonable activities to assist in efficient service delivery.
Emphasis on specific accountabilities and indicators of success will be agreed as part of your PDR.
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