AAAE5225

 JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	Finance Assistant  (Trust)
	JOB REF NO
	AAAE7265


BASIC JOB PURPOSE
The Finance Assistant provides essential support to the Finance Manager in the administration of both public and non-public funds. This includes assisting with a variety of related financial tasks to ensure that all funds are managed accurately and in accordance with established procedures and best practices. The Finance Assistant helps in maintaining proper records and documentation, thereby contributing to the effective and efficient operation of the Trust's financial systems.
MAIN RESPONSIBILITIES

	NO
	

	1
	Under the supervision of the Finance Manager, the Finance Assistant plays an important role in managing and overseeing non-public funds. This includes maintaining accurate and up-to-date accounts for specific activities, such as school journeys, to ensure the integrity of all financial transactions. The Finance Assistant is responsible for administering additional accounts held by the Trust, making certain that all necessary financial information is readily available. These efforts are carried out in strict accordance with proper accounting practices, ensuring that all funds remain secure and are managed responsibly.

	2
	Under the guidance of the Finance Manager, the Finance Assistant is responsible for providing advice to school-based staff regarding school insurance, including coverage for school trips. This involves ensuring that all staff members are well-informed about relevant insurance policies and regulations. The Finance Assistant offers clear guidance to help staff comply with established procedures, thereby maintaining adherence to all required policies and regulations associated with school insurance. This support helps to ensure that activities such as school trips are properly covered and that the school operates within the framework of its insurance obligations.

	3
	Processes accounts receivable by accurately entering all relevant financial data into the SAGE accounting system. This responsibility ensures that records of incoming payments are maintained and updated in accordance with established procedures. In addition to managing accounts receivable, undertakes a variety of administrative tasks that contribute to the efficient and effective functioning of the Trust. These tasks support the smooth operation of financial processes and help maintain overall organisational workflow.



	4
	Under the direction of the Finance Manager, the Finance Assistant is responsible for managing all administrative aspects related to school-based educational visits. This includes coordinating and booking appropriate transport for each trip, ensuring that all logistical arrangements align with the school's requirements and established procedures.



	5
	The Finance Assistant is tasked with supporting the Finance Manager with accurately calculating the total cost of each educational visit. This involves gathering and analyzing relevant financial information to provide a precise breakdown of expenses, which helps with effective budgeting and financial planning for these activities.

	6
	The Finance Assistant will also support the Finance Manager in overseeing the collection and proper recording of monies received from participants. All payments related to the trip are documented in accordance with established accounting practices, ensuring transparency and the integrity of all financial transactions associated with educational visits.

	7
	Under the supervision of the Finance Manager, the Finance Assistant provides essential support to the Trust’s schools regarding the hire of their facilities. This role involves actively assisting in the monitoring of both income generated from facility rentals and the associated costs. The Finance Assistant ensures that all financial aspects related to facility hire are accurately tracked and recorded, contributing to the effective financial management of these activities. By maintaining detailed records of facility hire transactions, the Finance Assistant supports the Trust in maximizing the efficient use of school resources while ensuring compliance with established financial procedures.

	8
	Under the direction of the Finance Manager, the Finance Assistant is responsible for managing the processing of financial documentation related to casual employees. This includes liaising with payroll to ensure that all casual staff members are accurately and promptly paid in accordance with established procedures. By handling the necessary paperwork and coordinating with relevant departments, the Finance Assistant helps maintain the integrity of payroll records and supports the correct disbursement of wages to casual employees.

	9
	Under the supervision of the Finance Manager, carefully processing of invoices, ensuring that all financial documents are accurately recorded and handled in accordance with established protocols. The Finance Assistant is also responsible for allocating appropriate expenditure codes to transactions, which helps maintain organised and transparent financial records for all of the Trust’s departmental activities. Additionally, the Finance Assistant prepares comprehensive summaries of departmental expenditure. These summaries are used during budgetary reviews to provide clear and concise financial information, supporting effective financial planning and decision-making within the organization.

	10
	Under the supervision of the Finance Manager, the Finance Assistant plays a key role in supporting the procurement process for goods and services required by the Trust. Responsibilities include assisting in the identification and selection of suppliers, ensuring that purchases comply with established procedures and guidelines. The Finance Assistant helps coordinate and document procurement activities, maintaining accurate records of transactions to ensure transparency and accountability. By supporting the Finance Manager in these tasks, the Finance Assistant contributes to the efficient and effective acquisition of resources necessary for the Trust's operations.

	
	Notwithstanding the detail in this job description, in accordance with the Trust’s Flexibility Policy the job holder will undertake such work as may be determined by the CEO/CFOO/Trust Board from time to time, up to or at a level consistent with the Main Responsibilities of the job.


1  RESPONSIBILITY FOR SUPERVISION / DIRECTION / COORDINATION OF EMPLOYEES

Employees directly supervised by jobholder    
	No and FTE
	Levels / grades
	Types of work
	Where based


	Varies
	Casual staff 
	School uniform sales
	school


What does the supervision of these employees involve?

Recruits staff to assist with uniform sales, eg for new pupil intake. Organises staffing arrangements for uniform sales at open evenings.
Other Employees supervised by jobholder (not in a direct line relationship)  none 
What does the supervision of these employees involve?

Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment 
	No and FTE
	Levels / grades
	Types of work
	Where based


	1
	Work experience student
	General office work
	


What does the supervision of these people involve?

Demonstration of tasks whilst the student shadows  for a few days once a year. There will be shared responsibility within the team for this.
Does the jobholder develop policy or provide advice and information which impacts on the supervision / direction / coordination of employees?


No  
2   RESPONSIBILITY FOR FINANCIAL RESOURCES

	Financial responsibility
	      Value of the financial resource      

           (p.a.)
	How often is the duty performed?



	Budgetary responsibilities:
Responsible for monitoring departmental spending and producing monthly print out for each department

Answer queries from budget holders relating to monthly reports
Advise budget holders if it is likely they will go over budget
	C£130.000
	monthly

	External funding allocations:
Keep separate records for money spent under NGL accounts
	
	Weekly

	Invoices:

Responsible for checking and processing of invoices for payment
	
	Daily 

	Cash handling:
Responsible for money being paid for school trips and holidays..
Banks money for uniform sales.
	Up to £5000 in a day cash and cheques 
	Daily


	School Fund:

· Assist with the administration of school fund and other school accounts, reconciles entries, balances monthly statement, prepares accounts for annual audit, cheque signatory (2 from 5 required), monitors balances
	Average balance £65000 used for school trips, transport etc)
	Daily


	Insurance: 

Maintains group schedule, calculates premium for each school trip, collects monies from each Faculty, makes quarterly return to Insurance Company and pays premium annually. Deals with any claims and with renewal of policy.
	
	Several times a year

Annually


	Administration for Trips/ Outings.

Jobholder estimates total cost – transport etc. Cheques are collected by jobholder from the teachers and recorded before forwarding to Finance Section. 
	Hundreds of pounds at a time.
	Between 50 – 60 trips per year



	Administration of school lettings policy

· raising of invoices

· monitoring of income and costs
	Income circa £8000
	Varies

	Payroll information;

Processes all financial documentation for uniform shop staff and Invidulators to ensure correctly paid.
	up to £5000 per year
	Approximately 10 weeks during the year.


Does the jobholder develop policy or provide advice and information which impacts on  financial resources?

Yes

Advises staff and Governors on school insurance to ensure compliance.

3    RESPONSIBILITY FOR PHYSICAL RESOURCES

	Physical resource
	Nature of responsibility of jobholder
	How often is the responsibility exercised?

	Goods and services:


	Advises departments on  costs for stationery and other products, best suppliers and available discounts

Orders goods, services and supplies on behalf of budget holders
Liaises with supplier if delivery of product is delayed.

Checks deliveries, signs delivery note


	Daily

	Information:


	Keeps accurate and up to date budgetary information and financial documentation. Access to this information is restricted to job holder and their line manager.

Liaises with finance team regarding  supplier queries on payment of invoices, and  responds to the supplier.
Shared responsibility for accessing database containing personal information on pupils. 

Provision of summary information to line manager e.g. spreadsheet detailing expenditure on particular areas of budget.
	Weekly

Weekly 
Monthly

	Supplies and stocks:
	Control of stock in the school uniform shop (T/O + £65,000 pa)- orders goods, liaises with supplier on price, organizes stock takes.

Responsibility for maintaining stock levels of paper and general consumables for the office and school.
Access to the stock cupboard is shared with rest of team
	Weekly 


	Word processing
	Types agendas and minutes of governors’ meetings.
	monthly

	School minibus
	Carries out administration relating to running of the two school minbuses, eg, MOT tax fuel, servicing and repairs. Checking staff insurance. Liaises with caretaker to ensure all relevant checks take place.
	daily


Does the jobholder develop policy or provide advice and information which impacts on physical resources?   

No

4  RESPONSIBILITY FOR IMPACT ON PEOPLE

	Task/Duty
	Who benefits?
	How they benefit?

	Provision of  budgetary information to heads of department.

	Budget holders, Business manager
	Enables teachers to spend time teaching their classes and to effectively manage their budgets.

	Covering reception – Receives all visitors to the school and responds to phone calls, give information or redirects as appropriate
Ensures visitors sign in and out of the building


	Visitors, pupils, parents, staff
	Enquiry is dealt with, information is given, a message is taken or the caller is redirected.
Provision of a safe environment for pupils.

	Sales of school uniforms – liaison with parents / pupils on uniform. Liaise with current pupils for replacement items. 
	Pupils, parents, prospective parents
	One stop shop for uniform requirements.


Does the Jobholder develop policy or provide advice and information which impacts on people?      NO

5   KNOWLEDGE
	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?



	Specialist knowledge and Qualifications
	Good overall education, must include maths and English – minimum 5 GCSE’s or equivalent
Understanding of basic accounting principles

First aid skills
	Accurate completion of financial and written information 

For budget monitoring, invoice processing and cash handling responsibilities

To respond to emergency situations
	GCSE or equivalent in Maths and English

External training / experience

Formal off job training

	Organisational and service based knowledge
	Knowledge of school and financial cycle,

Academic cycle
	Ensure adequate stocks in place for new school year

Awareness of school opening times during holidays for arranging deliveries. 
	Internal training

	Internal Policies and procedures
	Financial handbook

CCC purchasing guidelines
	Compliance with 

relevant regulations and procedures
	reading


	It and admin systems and packages
	SIMS Data base, Excel, word, Financial Management System, 


	Integral part of responsibilities
	training

	Legislation and Central Government guidelines
	Data Protection Act 
	Discretion in accessing and using  pupil data
	training


How long would it take for a jobholder to become fully operational?
A jobholder with two to three years previous experience would be operational within six months but would require a full academic year to experience full cycle of events.
6   MENTAL SKILLS
a)
What sort of situations/problems does the jobholder typically have to deal with? 


Give two examples of typical problems solved on a regular basis. 

Example: Discrepancy in school fund accounts – Where there is a discrepancy with the numbers of pupils who have paid for a trip, or the amounts paid, the job holder has to check records and listing reports to verify the information being provided by the pupil.
Example 

Job holder contacts suppliers if the wrong goods arrive and arrange for the correct product to be sent.
Example  

In an emergency situation eg where a pupil has had an accident or emergency, the job holder  uses judgement to assess and deal with the situation: contacts appropriate person (1st aider, ambulance etc)

Example: Manage administration for trips and visits
Teacher informs jobholder of trip. Jobholder sets up file and spreadsheet to keep record of planning process, attends to organising transport to venue, calculates and ascertains total cost of trip, drafts letter to parents etc. Collects cheques from students  records details and dispatch to Finance Section.

b)
Give an example of the most difficult or demanding situation/problem the jobholder has to solve.

Example:  

Job holder will have a deadlines to meet and is interrupted frequently by colleagues needing attention. In these circumstances, job holder needs to use judgement to prioritise tasks and ensure deadline is met as well as responding to needs of  colleague.
c)
Approximately how often would the example in (b) occur?

	weekly



Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Planning
	Own work load, completion of deadlines
Accurate and timely processing of  invoices and arrival of stock orders on time.
Establishing uniform requirements for forthcoming term to enable best price to be achieved.

	Analytical
	Analysis of information relating to costs of reprographic equipment, or other budgetary expenditure.
Reviewing previous usage of uniform to predict likely future requirements 


	Fact finding 

	Find out costs of local repair companies for repair of large items eg cookers.
Obtain quotes for cost of supplies so that best value is achieved.

	Judgement
	Prioritising own work load

	Problem solving
	Immediate responses needed to telephone queries and visitors to the office

	Flexibility / adaptability
	Needs to be able to move from one task to another at short notice


7   INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	Skill


	Used for?
	With whom?

	Advisory 
	Advice to colleagues on best product to purchase and to budget holders on status of budget.
	Other staff.

	Negotiation
	Negotiate best price on supplies
	Suppliers

	Caring
	Visitors to the office may be in an emotional state.
	Pupils, parents


	Written – need for clear, concise and accurate writing skills

Some written information may be highly confidential and contentious – need for strict confidentiality and discretion

Ability to summarise
	· To type agendas and minutes of governors meetings and committees and type up in required format


	Governors, parents, LEA, other organizations, other schools, staff, press

	Oral skills – telephone and face to face – need to be tactful, diplomatic, sensitive to people’s needs but firm

Listening skills with non-judgmental approach
	· To filter, redirect, respond to or put through calls to head teacher

· To gather and impart information

· Ability to diffuse situations, remain calm & professional

· To carry out front desk/reception work
	Governors, parents, LEA, other organizations, other schools, staff, police, journalists, general public, staff, leadership team


8     PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?



	Manual dexterity
	Keyboard – integral part of the job.
	Accuracy essential
Would expect RSA 11

60 wpm


9    INITIATIVE AND INDEPENDENCE

Allocation of work

a)
How is work allocated to the jobholder?

Work arrives mainly by post. Job Holder has responsibility for carrying out specific tasks which arrive for their attention.
b)
What is a typical cycle for allocating work to the jobholder eg hourly, daily, weekly?

daily
Scope for initiative

c) How much freedom/discretion does the jobholder have:
to change the way work is done?

(e.g. recommending changes in policy, procedures, resources)

Raising and paying of invoices is prescribed, however job holder can modify own methods of working such as setting up filing systems or work routines, where the impact is not on other colleagues.
To allocate their time to duties?

Essential to allocate own time to responsibilities so that job can be completed.
d)  What is the level of guidance/instruction available? 

Finance Handbooks. Line manager advice. 
    e)  What sort of direction, management or supervision is given to the jobholder?

Staff briefings,  regular one to one meetings with manager who is based on the same site. 
f)
Give three examples of problems or decisions the jobholder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

	Expected problem
	Nature of available guidance
	Typical Frequency

	Finding a discrepancy with an invoice. Job holder would go directly to the supplier to query this
	Experience
	Once monthly

	Where a caller wants to speak to the Head Teacher,  Job holder would probe to check why it is important to speak to the head teacher as some issues can easily be dealt with by the post holder.
	Experience
	Daily

	Establishing uniform requirements and placing order with supplier.
	experience
	monthly

	Unexpected problem
	Nature of available guidance
	Typical Frequency

	Out of school visit, where the  job holder is  informed that the pupils are going to be late returning back to school,  needs to contact parents / carers to advise them of the delay.
	Knowledge of who to contact, and where to obtain this information.
	2 – 3 x yearly

	If cheques are returned or dishonoured, the jobholder would advise organiser and write to the parent
	Initiative, experience, precedents
	Occasional


g)
Give two examples of problems or decisions the jobholder would be expected to refer to their supervisor/manager. How often do these occur?

	Problem or decision
	Point of referral
	Typical Frequency

	If a Head of Department is about to go over their budget limit, or there is some unexpected expense within that budget, the job holder will not be able to approve the expenditure
	Line manager
	Usually at the end of the financial year, about 3 or 4 times at that time.


	If year on year costs within a department have increased considerably,  the job holder would need to refer this to their line manager for investigation / resolution
	Line Manager.
	Occasional 



10    PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)



	Lifting and carrying – deliveries, boxes of copy paper and files
	Few minutes
	 Short bursts
	5kg

	School Uniform – preparation for new intake and  open evenings
School Uniform – stock take
	4 - 8 hours

1- 2  hours
	June annually over 3-4 days
termly

	up to 5kg 
up to 5kg 

	Sitting at pc
	Couple of hours
	Daily
	


11     MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency


	Dealing with financial information, eg budgets, invoices, admin of school lettings, 
	Concentration, attention to detail. Analysis of information
	
	weekly

	Working on the reception desk
	Constantly alert to the arrival of visitors when carrying out other tasks. Attentive to their needs. Careful listening to establish their needs
	Couple of hours
	Weekly

	Collecting and counting cash
	Concentrate, accuracy important.
	1 hour
	daily

	Uniform stock checks.
	Concentrate, checking information, estimate order requirements for future.
	1 hour
8 hours
	weekly
November  & February annually


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent interruptions, conflicting demands?

	Nature of pressures 

/ interruptions
	Source
	For how long?
	How often?

	Interruptions 

	Callers to the office and on phone. Need to be able to switch from one task to another.

	Few minutes
	Frequent intervals throughout the day.

	Deadlines


	Completion of budgetary information, ordering of supplies.
	
	weekly

	Conflicting demands
	Members of staff expect an immediate response to their enquiry, whilst there may be other urgent demands upon the post holder.
	Few minutes
	Daily


If the jobholder is subject to any other form of mental demand, please give details below.



12   EMOTIONAL DEMANDS

	Nature of the task being performed by jobholder.


	Behaviour / source of the emotional demand
	Frequency (per day/wk/ month)



	Dealing with lots of different backgrounds and needs
	Pupils or parents may be angry, upset or unwell. This can impact upon the job holder.
	Couple of times a week


 13    WORKING CONDITIONS

a)
In what kind of places does the jobholder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.

	Location of work


	Proportion of time

	Finance  Office / reception desk
	100 %


b) If the jobholder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?

c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Job holder is subject to aggression from parent or pupil as job holder Ist point of contact . Occasionally deals  with highly emotive callers.
	Few minutes 
	weekly


d)
What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.

Not Applicable 

