[image: image1.jpg]»

DROYLSDEN

Academy




	Job Description – Finance Assistant


	

	Post – 


Finance Assistant

Scale -


Grade C (Points 5 – 6) 
Hours -


29 hours per week/term time only
Line-managed by:  
Finance Manager 

	

	Main Purposes of the Job 

To provide administrative support to the Finance within the Academy.

You will be required to work 1 day a week at Mossley Hollins High School in their Finance department.

	

	

	General Duties
· To assist in maintaining and updating of information held on Academy databases, in particular those relating to finance including recording expenditure and income, payroll information, accessing and producing reports for budget holders.

· To assist in the setting up and maintaining of archive files and historical data.

· To process orders ensuring sufficient funds are available beforehand, receive delivered goods and process invoices.

· To process payments following required authorisation and ensure cheques/BACs payments are authorised by relevant signatories.

· To issue petty cash payments ensuring required receipts and signatories are obtained for all purchases.

· To ensure the safe receipt, handling and banking of monies and cheques received.

· To receive, record and bank Academy trip monies received from students/parents/carers.

· To provide assistance to staff with regard to financial issues, for example, placing and following up orders, advising on best value, providing details of alternative suppliers.

· To liaise with suppliers, contractors, other schools and organisations, budget holders and attend to queries as required by the line manager.

· To contribute to the evaluation and development of financial systems and procedures.

· To ensure that all administrative duties, checks and documentation are completed to the required level of accuracy including returns and reports.

· To maintain both manual and computerised record and filing systems in line with audit requirements such as the authorised signatories list, invoices, petty cash vouchers, cheque books.

· To deal with correspondence promptly and as required including distribution of invoices received, payment queries, communications received from suppliers, contractors and the bank.

· To answer incoming and internal switchboard calls, dealing with requests and enquiries and taking messages as required.
· To provide cover for the main Academy reception as required.

· To attend Academy events as required.

· To assist in Academy emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation.

· To attend relevant meetings and training sessions.

· To keep abreast of developments and changes in fields relevant to role and communicate to staff as required.
· A have a trustworthy and tactful approach at all times, due to the highly confidential aspect and data protection that the job entails.
· To ensure that all leave is taken during the Academy holiday periods with consultation with other members of full time support staff.
· Such other duties as reasonably correspond to the general character of the post and are commensurate with its level of responsibility.

	

	Health and Safety

The person appointed must at all times work within the requirement of the Health and Safety at Work Act 1974, current Health and Safety legislation and the Academy’s policies and procedures.

	

	Safeguarding

All members of staff have a duty to follow the Academy’s Child Protection and Safeguarding Policy.  Staff have a duty to remain vigilant and report immediately any concerns involving a child’s welfare.

Staff also have a duty to safeguard each other and follow the Whistleblowing Procedure should any concern arise.

	

	The job description may be reviewed at the end of each academic year or earlier if necessary.  In addition, it may be amended at any time in consultation with the post holder.  
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