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RESPONSIBLE TO: 
The Post Holder will be responsible to the Academy Trust Finance Officer.

GRADE/LEVEL:

Grade 3
CORE PURPOSE:

To work as part of the Administration Team providing an efficient, courteous and effective administration service to the Academy. To provide additional functions as directed by the Business Operations Manger with regard to finance. 
JOB DESCRIPTION:
The job description will be reviewed regularly to reflect, or anticipate changes to, the job commensurate with the salary and areas of responsibility.

THE POST HOLDER WILL
· Implement the agreed vision and aims of the Academy Trust

· Set an example of personal integrity and professionalism

· Follow all agreed academy trust policies and procedures

DUTIES & RESPONSIBILITES

· To work with budget holders across the Academy Trust to ensure compliance in the raising of purchase orders.

· To process supplier invoices/credit notes, ensuring they are correctly authorised and matched against purchase orders.

· To resolving supplier queries and act as point of contact for suppliers.

· To reconcile major supplier statements monthly.

· To deal with finance queries as required.

· Work within the parameters of the financial procedures and regulations.

· To count and prepare the banking of cash and maintenance of appropriate financial records in relation to income received.

· Record and reconcile receipts from Parentpay.

· To maintain Supplier and Customer Databases.

· To process weekly supplier payments.

· To raise sales invoices and credit notes and maintain the customer database.

· To allocated customer receipts against sales invoices ensuring these are correctly matched.

· Chase any outstanding sales invoices in a timely manner.

· Supporting the COE with the investments for the Trust, ensuring organisation is financially stable to meet the business needs.

· Manage the petty cash transactions and the topping up of the petty cash account.

· Manage the credit card transactions, ensuring these have the correct documents approved by the Credit Card Holder/Budget Holder.

· Managing the Supplier Mailbox, dealing with any invoices/credit notes, supplier statements and queries in a timely manner.

· Allocating banking transaction each month ready for bank reconciliations.

· Arranging regular budget meeting with Budget Holders to support them with their budgets.  To include training of new staff on the Financial Management System

ADDITIONAL RESPONSIBILITES

· Individuals have a responsibility for promoting and safeguarding the welfare of children and young people he/she is responsible for or comes into contact with.

· To ensure all tasks are carried out with due regard to Health and Safety.

Developing Self and Working with Others

· To undertake appropriate professional development including adhering to the principle of performance management.

· To be an effective team player

· To adhere to the ethos of the academy trust.

· To promote the agreed vision and aims of the academy trust.

· To set an example of personal integrity and professionalism.

· Any other duties as commensurate within the grade in order to ensure the smooth running of the academy

PERSON SPECIFICATION

	CRITERIA
	Essential (E) Desirable (D)
	M.O.A.

	EDUCATION/
QUALIFICATIONS
	A* - C in GCSE English and Maths or equivalent (E)
	AF/I

	EXPERIENCE
	At least two year’s experience working in bookkeeping/financial environment (E)
Experience of working in a school or local government environment (D)
	AF/I
AF/I

	PERSONALITY AND
DISPOSITION
	Pleasant manner (E)
Self-reliant (E)
Able to accept and act on instructions from line manager. (E)
	I
I I

	SKILLS AND ABILITIES
	Working knowledge of spreadsheets and databases (E)
Good standard of numeracy and literacy skills (E)
Good written and oral communication skills (E)
Proven organisational skills (E)
Understanding of the need for confidentiality (E)
Patience and the ability to deal with a wide range of demands from a variety of people (E)
Polite, pleasant and efficient telephone manner(E)
Flexible attitude towards day to day tasks (E)
Ability to work under pressure (E)
Ability to work effectively as part of a team

Ability to work with a minimum of supervision
	AF/I
AF/I 
AF/I 
AF/I 
AF/I

AF/I AF/I 
AF/I 
AF/I 
AF/I 
AF/I

	TRAINING
	Willing to undertake job related training (E)
	AF/I

	PHYSICAL REQUIREMENTS
	Good attendance/punctuality record (E)
•
Professional appearance.
	AF/I

	CONTRA INDICATIONS
	Criminal convictions involving offences against children. (E)
	AF


Method of Assessment (M.O.A.)
A.F. = Application Form;
I = Interview;
T = Test or Exercise;
P = Presentation

	Name of Post Holder:  
	
	

	Signature of Post Holder:


	
	Date:


