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	JOB DESCRIPTION AND PERSON SPECIFICATION


Finance Assistant 
Job details 
Salary: Scale 5 spine point 12 to 15 depending on experience (£11,657.24 to £12,298.86 Actual pay, pro rata, term time only). 

Hours: 18 hours per week
Contract type: 2 term part-time roll to cover a secondment starting January 2022
Reporting to: School Business Manager and Headteacher  
Main purpose 
The Finance Assistant is responsible for supporting with the administrative, financial and organisational processes within the school. Will Embody the value, vision and ethos of the school in all interactions.

Duties and responsibilities 
Finance 

· Enter data into the school’s finance systems and produce reports as necessary 

· Producing purchase orders, invoices and printing of cheques

· Carry out financial administration in line with the school’s procedures 

· Administrative, financial and organisational processes within the school.  Assist with the planning and development of support services
· Organise Child care choices with HMRC and Childcare Grant System 

· Collection of Nursery Fees and producing charges list for each academic year 

· Take the lead on school communication and payment collection software ParentMail 
· Register and payment collections for clubs, visits & trips, staff lists, refunds
· integrate with schools MIS and provides a range of options for
· parent/teacher communication
· Summer roll up, corresponding to promotion of academic year 

Lettings and hiring of premises 

· Booking and hiring of school premises

· Invoicing and payment collection 

· Lettings Policy and Hire Agreement is completed on an annual basis

General administration
· Update manual and computerised record/information systems
· Report any issues with the school’s IT systems

· Provide administrative support to staff as needed 

· Carry out filing, printing and photocopying. 
· Assist with marketing and promoting the school

· Administrative tasks as directed by SBM and headteacher 
Reception 
· Support with telephone and face-to-face enquiries efficiently and in a professional and supportive manner 
· Seek support from other colleagues where necessary to respond to complex enquiries 
· Respond to messages promptly and accurately, passing on information to relevant staff members as necessary 
Security 

· Support with access to the school in line with the school’s safeguarding procedures, including signing-in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures 

· Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures 

Other areas of responsibility 

· Read and follow the relevant school policies

· Undertake training required to develop in the role 

· Ensure all duties and responsibilities are undertaken in line with the school’s health and safety policy

· Contribute to the safety of children and young people and protect them from harm
Person specification

	criteria
	qualities

	Qualifications 
and training
	· English and Maths to GCSE minimum A-C


	Experience
	· Carrying out administrative tasks 

· Dealing with face-to-face and telephone interactions 

· Working with children or young people 

· Working and collaborating within a team  

· Preferably SIM’s experience or school Management Systems 

· Preferably have school finance experience  



	Skills and knowledge
	· Excellent oral and written communications skills, through diplomacy, tact and empathy

· Excellent level of maths 

· Logical thinker with the ability to respond quickly and effectively to issues that arise

· Ability to plan, organise and prioritise to meet deadlines
· Ability to use own initiative and take action accordingly 

· Excellent attention to detail 

· Ability to use IT packages including word processing, spreadsheets and presentation software 

· Ability to use relevant office equipment effectively 

· Ability to build effective working relationships with colleagues 

· Understanding of data protection and confidentiality 

· Understanding of safeguarding



	Personal qualities
	· Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils

· Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school

· Ability to work under pressure and prioritise effectively

· Commitment to maintaining confidentiality at all times

· Commitment to safeguarding and equality

· Embraces change well

· Deals with difficult situations effectively




Notes:
This job description may be amended at any time in consultation with the postholder. 
If you don’t have all of the experience listed above but are interested in applying, contact Mrs Debbie Bennett School Business Manager sbm@sacredheart-battersea.wandsworth.sch.uk.
Last review date: 19/11/2021

Next review date: 

Headteacher/line manager’s signature:
_______________________________________
Date: 





_______________________________________

Postholder’s signature:


_______________________________________
Date: 
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