COPLESTON HIGH SCHOOL

JOB DESCRIPTION

POST HOLDER:  
Financial Assistant


JOB FAMILY: 
ADMINISTRATION/FINANCE/BUSINESS MANAGEMENT


SALARY: 

Grade
3 point 7 – 11 : 
11 Hours week
38 weeks a year
LINE MANAGER:  
Director of Finance  
JOB PURPOSE:  
To assist the Director of Finance by providing outstanding level of performance in the financial functions of the schools within Copleston High School.
LEVEL DESCRIPTION:

All duties will be carried out within recognised procedures or guidelines.  The post holder will need to have a good knowledge of a range of organisation policies and procedures.

May include ad hoc duties, which require initiative.

The post holder may cover a range of tasks, which are relatively complex where good levels of literacy and numeracy skills are required.

The post holder would be expected to solve varied problems or develop solutions.

There will be some need to use analytical, judgemental, creative and developmental skills.

The post holder would be expected to plan over the short term (up to several weeks).

Exchanges varied information, orally or in writing, possibly with a range of audiences.

Demonstrate sensitivity and tact in contentious situations.

Post holder will manage own workload and probably oversee the work of others.

Manager is available for direction and guidance on unusual or difficult problems.

DUTIES AND RESPONSIBILITIES:

Financial responsibility.

· Support the Director of Finance in the day-to-day operation of finance management processes within Copleston High School.
· Raise purchase orders, ensuring appropriate authorisation and budget is available.

· Process goods received notes.

· Dealing with queries from suppliers (including statements), debtors, budget holders and other trust or school staff. 

· Maintain adequate records for audit and compliance requirements. 
· Maintain the Purchase Ledger on finance system, including inputting all supplier transactions
· Act as a point of contact for schools on purchasing matters

· Send out budget holder reports on a termly basis.

· To support the Finance Team with filing and archiving of documents
· Calculate and process reprographics recharges.
· To support with the year-end processes and preparation of the annual statutory accounts and other regulatory reporting required by the Education Funding Agency. 

· To liaise with the school accountants, providing assistance and support during internal and statutory audits and contributing to the preparation of any other regulatory reports in conjunction with the Director of Finance.

Other responsibilities
· Contribute to the implementation and development of new and revised financial accounting systems.
· Assist with answering of telephones and managing communication as required

· To provide cover for sickness or at times of heavy workload for other members of the finance team.  This will necessitate learning the basics of all roles in the team.
· To liaise with safeguarding officers in accordance with school policy when appropriate.
· Other tasks or projects that may from time to time be notified by Senior Management commensurate with the level and grade of this post.

· To be aware of the confidential nature of issues. 

· To actively model and promote the values and ethos of the Trust.
· Identify personal training needs and other learning activities as required.
· To recognise own strengths and areas of expertise and use these to advise and support others; 

· Identify personal training needs and participate in training and performance development whenever required. 

· To implement and uphold the policies, procedures and codes of practice of the school and Trust, including relating to human resources, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection
NB:

This job description sets out the major duties associated with the stated purpose of the post. It is assumed that other duties of a similar nature/level undertaken within the school are not excluded because they are not itemised.

The duties of this post could vary from time to time as a result of new legislation, changes in technology or policy changes; appropriate training may be given to enable the post-holder to undertake this new/varied work.

‘The school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment’ 


