RIVERSIDE COMMUNITY SPECIAL SCHOOL

Riverside is a day special school for children experiencing complex needs associated with learning difficulties, including children with Autistic Spectrum Conditions.

 

We believe that all of our pupils should have the opportunity to:

Achieve

Belong

Celebrate

At Riverside School:
· We work together as a motivated and dedicated team to make a     difference to our children, families and community.

· By placing wellbeing at the centre of all that we do, pupils are taught to manage their differences and flourish as individuals

· We provide a wide ranging and meaningful curriculum with an emphasis on communication and language skills

· Celebrating our achievements is really important to us.

· Governors act as critical partners, working with us to create the forward momentum for this outstanding school.

 

ROLE PROFILE – Finance Assistant (Role profile 01425)
Grade:



C
Hours:
15 hours per week (40 weeks of the year) 
Current Post Holder:

Line Manager:


Cath Crook (Finance Manager)/ Headteacher
Main Purpose
We are looking for an outgoing, friendly and conscientious person to work alongside our Finance Manager to support the management of our school Financial Processes. 
	Core job description

This role will include, but is not limited to:
Resources: 
· Procurement and administration of all general consumables for the school.

· Purchasing/choosing suppliers (recommend on suppliers and approves best practice/value on products and services and make recommendations to internal stakeholders.
· Work with Site Manager and Finance Manager to ensure best value.

Finance:

· Maintain a financial overview of general school wide fundraising events and small grants.

· Make Financial Recommendations on best value supply of resources and services in line with schools Financial Values Standards. (SFVS)
· Monitoring and liaison re: online cash payments.

· Admin of additional hours and payments to staff.

Training:

· Responsible for booking Hampshire County Council & external training courses as identified by Senior Leadership Team.
· Research training courses as required.
· Keep records of all training undertaken by staff and liaise with HR/Senior Leadership team.
· Manage and maintain training diary in liaison with Leaders.
School Transport:

· Administration of school vehicles- servicing & repair, internal trips and outings, fuel card, driver training.

General:

· Cover reception and office duties as required.

	

	

	Health and Safety:



	
	· Understand the basic principles of Health and Safely around the school and home working conditions. 



PLEASE NOTE:
This Role Profile may be reviewed at any time as necessary according to the needs of the school.  In any case, it will be reviewed annually as part of the employees IPP with the Headteacher.
There is an expectation that all staff will ensure the welfare of the children by following the procedures in the Child Protection Policy and documentation related to safeguarding children.

Signed:

Finance Assistant



Headteacher

Date:
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