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East Midlands

Education Trust





JOB DESCRIPTION
Finance ASSISTANT
Grade:

Scale 4 (9-12)
Salary:

£20,903 - £22,183
Responsible to:
Senior Finance Manager
Hours of work:
8am to 4pm, all year round
Location: 
East Midlands Education Trust, The West Bridgford School 

Overview

· To provide high quality financial administrative support to the Trust’s Central Finance Team under the direction of the Senior Finance Manager. 

· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential and sensitive information.

· Input standard information into the Trust’s financial system, PS Financials, in accordance with financial procedures and ensure the day to day processes are managed in an accurate and timely manner.
General
· Assist with month end procedures, including:
· Bank reconciliations

· Inputting of journals

· Administration of income and sales invoices

· Record receipt of income from cashless payment systems, liaising with academy staff to ensure journals are posted to the correct income streams
· Record receipt of any cash banking, liaising with academy staff to ensure journals are posted to the correct income streams
· Process internal academy recharges relating to catering, hospitality, stationary, reprographics, IT and any other departmental recharges

· Process petty cash payments within the finance system and keep appropriate records.

· Process credit cards transactions monthly, checking all Purchase Orders and Receipts are attached
· Administer the Trip Ledgers across the Trust, including, setting up Trip accounts, assisting with queries, and month end reconciliations.

· Raise Sales Invoices for schools as requested
· Process staff expense and student bursary claims on the finance system, checking that the form is approved for payment in line with the Trust’s finance procedures and that each item is coded accurately as per the academies budget.

· Process faster payments and BACs runs on Lloyds as required

Audit and Compliance


· Assist the Finance Manager with any preparations for audit visits and meeting with the auditor as required.

Advice and Support

· Respond to telephone calls and emails into the Finance Team, escalating calls when appropriate and ensuring responses are provided timely and in line with the team’s agreed service times.

Additional Duties

· Provide back up to the Finance Officers and Accounts Payable assistants during busy times as needed

· To attend meetings as required

· Share good financial practice across the Trust and designated academies
· Participate in appropriate induction programmes to support new staff into finance and provide excellent support for those members of staff who are new to a Trust/Academy environment
· To be responsible for your own continuing self-development and to participate in training and other learning activities and performance development as required

· Participate in appraisal and the achievement of targets set which will be robust and measurable.  Request adequate support to achieve these targets if this is appropriate.

· To take action to improve outcomes for young people and to support all academies in the Trust to be outstanding

· To perform any task or duty under the reasonable direction of the Finance Director or another member of the Executive team

PERSON SPECIFICATION

Finance Assistant

	Qualifications/Training

	GCSE A*-C English and Maths, or equivalent
	Essential

	AAT level 3 or equivalent experiene
	Essential


	Experience

	Finance – experience of working within a finance team
	Essential

	Administration
	Essential

	Work in schools, academies or colleges
	Desirable


	Skills

	Ability to develop and maintain effective and efficient  Finance  administration systems 
	Essential

	Good working knowledge of Microsoft Office, including word
	Essential

	Excellent working knowledge of Excel
	

	Attention to detail
	Essential

	Ability to communicate effectively with people at all levels by telephone, face to face and in writing
	Essential 

	Ability to maintain confidentiality
	Essential


	Qualities

	Ability to work with accuracy under pressure
	Essential

	The ability to manage conflicting priorities
	Essential

	Suitable for work with children
	Essential


