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JOB DESCRIPTION & PERSON SPECIFICATION

Finance Assistant 

The Oak Trust

Grade 3 SCP 6 – 11 £25,183 - £27,269 (Salary will be pro-rata)

30 hours per week

Term Time only plus 15 days

Purpose of Post

To undertake a wide range of financial administration procedures, to ensure the smooth running of the trust finance department.
Reporting to

Finance Manager

Responsible for

None

Main Purpose of the Role

· To assist with clerical, administrative and reception tasks if required, working as part of a team with other colleagues based within the finance office.

· To manage the finance email account.

· To deal with internal/external financial queries, including personal, telephone and postal requests.

· To organise the efficient filing of e-Records.

· To produce basic financial reports under the direction of the Finance Manager and distribute to relevant parties.

Key Tasks & Duties

· To process orders and investigate queries

· To oversee the school’s cashless payment system, ParentPay  

· To manage incoming and outgoing post for the central office

· To check BACS payment runs prior to release of funds

· To monitor orders and committed expenditure to ensure the system is up to date

· To administer music tuition contracts and ensure payments are received

· To assist with administration of school lettings including football pitch bookings
· To process purchases using the Academy charge cards following Trust Procedures

· To process staff expenses on the financial information system 

· To process internal recharges, including catering and photocopying

· To follow procedures for the security of monies

· To ensure that any monies received are banked on a timely basis

· To assist with ad hoc banking of cash

· To process invoices for accounts receivable

· To assist with debt collection procedures

· To process direct debit/income postings

· To assist with the administration of mobile phones

· To assist with 16-19 bursary monitoring and administration

· To assist with the accounts payable function

Other Responsibilities 

· Keep up to date with changes in financial guidelines and regulations surrounding these.

· Keep up to date with the necessary policies, procedures, rules and regulations laid down by the different financial bodies.

· Assist with general financial duties and support the Finance Manager with the day-to-day running of the finance office where required.

· To play a full part in The Oak Trust, to support its distinctive vision and ethos and to encourage staff and students to follow this example.

· Promote actively the Trust’s corporate policies.

· To participate and engage with learning and development opportunities, working continually to improve own performance and that or the team.

· To attend and participate in relevant meetings as appropriate.

Safeguarding

· To be aware of safeguarding and promoting the welfare of children and vulnerable adults and to report any concerns in accordance with the Trust’s Safeguarding/Child Protection policies.
· To undertake regular safeguarding/child protection/adult protection training as required by the Trust.
Culture

· Responsible for Health & Safety, security and welfare of self and colleagues in accordance with The Oak Trust policies and procedures, reporting all concerns to an appropriate person.

· Responsible for working in accordance with The Oak Trust policy relating to the promotion of Equality, Diversity and Inclusivity.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

The job description is current at the date shown, but, in consultation with the postholder, it may be changed by the CEO to reflect or anticipate changes in the job which are commensurate with the job title and salary weighting.

This job description is a guide to the duties and should be read in conjunction with the accompanying person specification.

The academy will endeavour to make any necessary reasonable adjustments for the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition (as defined in the Equality Act 2010).

The Oak Trust are committed to safeguarding and promoting the welfare of its students and expects all employees and volunteers to share in this commitment. This post is subject to an enhanced DBS disclosure check through the Disclosure & Barring Service.

Finance Assistant Person Specification

	
	Essential or Desirable
	Application/Interview/Test

	Qualifications
	
	

	GCSE Maths and English minimum grade 4 or equivalent
	E
	A, I

	Level 2 Qualification in relevant subject such as Accountancy pr Finance or equivalent experience
	D
	A, I

	Skills/Knowledge
	
	

	Effective interpersonal skills both oral and written
	E
	A, I

	High level of concentration, attention to detail and accuracy
	E
	A, I

	Can work in a logical and methodical manner
	E
	A, I

	Excellent organisational skills with the ability to prioritise workload and work under pressure
	     
E
	A, I

	To be able to demonstrate a flexible and professional approach to work
	E
	A, I 

	Analytical skills to interpret information to solve problems and make recommendations for action.
	E
	A, I

	Experience
	
	

	Proven experience in an office environment with excellent numeracy and literacy skills 
	E
	A, I

	Excellent administration skills
	E
	A, I

	Proficient with ICT with experience of Word, Excel, databases and raising/processing invoices
	E
	A, I

	Experience of following a range of financial procedures and policies i.e., for cash handling, budget monitoring and updating purchase ledgers
	E
	A, I

	Experience of working in a school
	 D
	A, I

	Knowledge of cashless payment system
	D
	     A, I

	Knowledge of a financial information system/software
	D
	A, I

	Knowledge of SIMS (school database)
	D
	A, I

	Personal
	
	

	Self-motivated and able to work on own initiative
	E
	A, I

	Potential and desire to develop the role
	E
	A, I

	Commitment to working as part of a team
	E
	A, I

	Safeguarding/GDPR
	
	

	Display commitment to safeguarding and promoting the welfare of children and young people
	E
	A, I

	Understanding of the need of data protection within a school and the need to keep information confidential
	E
	A, I

	Work Circumstances
	
	

	Be prepared to work flexibly at all times and occasionally outside office hours
	E
	A, I


E = Essential    D = Desirable    A = Application    I = Interview    T = Test

N.B. Any candidate with a disability who meets the essential criteria will be guaranteed an interview.


