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Ashmole Academy
JOB DESCRIPTION


JOB TITLE:			Finance Assistant 

GRADE:	Point 17-21 

PURPOSE OF JOB:              To support the Head Teacher and Trust Finance Team in the operation of the Trust’s financial procedures and policies.

RESPONSIBLE TO:	The Head Teacher in all matters and CFO. 

EMPLOYMENT DUTIES:
The job description should be considered with due regard to the school’s staffing structure and the school’s corporate plan.


Finance

· To accurately process requisitions/PO, record and confirm order in a timely manner.
· To process and inputting all invoices/ credit notes in a timely and accurate manner.
· To accurately post and record receipts and payments in a timely and effective manner.
· To complete bank and other reconciliation on a monthly basis for review and signoff. 
· To assist with preparation of monthly financial management for Trust consolidation.
· To assist with preparation and distribution of the monthly departmental reports. 
· To maintain the sales/purchase ledgers, reviewing and reconciling monthly for review.
· [bookmark: _GoBack]To assist with the preparation of month end accounts and audit.
· To prepare and collate supporting documentation for the BACS payments. 
· To assist with the preparation for the annual external and internal audits.
· To manage and monitor ParentPay, including reconciliations, updating school trip accounts and providing reports to trip organiser.



· Check daily printing balances and update as and when required.
· Processing staff expense claims and associated journals posting.
· To manage the day to day running of the online school shop.
· To assist with other schools within the Trust, as and when required. 


General 

· To obtain best value at all times and encourage others to follow the same principle.
· To deal with queries from outside agencies, pupils, parents and carers.
· To safeguard and promote the welfare of children.
· To effectively manage telephone and email enquiries and messages. 
· To keep up to date with filing and photocopying.
· To produce high quality documents ensuring that confidentiality is maintained.
· To provide support to parents on ParentPay, including sending communications to pupils, parents and carers.
· To undertake, within reason, such tasks and responsibilities as may from time to time be required by Head Teacher and the Trust Finance team.

This Job Description is not rigid or exclusive and may be adjusted at any time with the agreement of the Head Teacher/ CFO to meet the needs of the school and Trust.


Post Holder: _________________________________

Head Teacher/CFO: ___________________________ Date: _____________
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