[image: A screenshot of a phone

AI-generated content may be incorrect.] 
Job Description 

	
JOB TITLE:  		     Senior Finance Assistant

REPORTS TO:  		Management Accountant

GRADE:	Band 5

LOCATION:		Trust Schools as required

JOB PURPOSE 

The main purpose of the job is to support the Finance Team and to assist the Senior Finance Officer with the management and control of the Trust’s purchase and sales ledger functions, ensuring value for money and appropriate financial controls are adhered to.

You are required to maintain confidentiality of information acquired in the course of undertaking duties for the department and be honest and trustworthy in all your dealings in connection with the job.

KEY ACCOUNTABILITIES  

Actively promote and uphold the Trust’s Relational Culture Charter, demonstrating:
· Valuing Difference
· Effective Communication
· High Challenge & High Support
· Respect for All
· Solution Focused
Maintain awareness of, and commitment to, the Trust’s Equality and Diversity policies and practices.
To adhere to the Trust’s Safeguarding and Child Protection policies, ensuring any safeguarding concerns are reported promptly and appropriately in line with Trust procedures.
To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery.
To fully comply with the Health and Safety at Work Act 1974 etc. the academy’s Health and Safety Policy and support the accurate maintenance of statutory Health & Safety documentation.
To work with colleagues to achieve Trust objectives and targets.
To participate in Employee Development schemes and Performance Management and contribute to the identification of your own development needs.
Working in full collaboration with other academies in the Trust sharing good practice and resources as the need arises.
To support with the maintenance of the purchase ledger for the Trust

To support with the maintain of the sales ledger for the Trust

Be prepared to work flexibly during busy periods


  


PRINCIPLE RESPONSITILITIES/DUTIES

This list is not meant to provide a narrow definition of specific responsibilities but to serve as guidance and should be seen as enabling rather than restrictive. 
 
· To process supplier invoices for payment onto the Trust’s computerised accounting systems
· To produce purchase requisitions and orders on behalf of the Trust
· To raise sales invoices on behalf of the Trust
· Support the Senior Finance Officer with the weekly supplier bacs payment run
· Ensure all purchases and invoice paperwork is completed in accordance with the Academies Financial Handbook
· To process expense claims in accordance with the Academies Financial Handbook
· To support the Senior Finance Officer with regular stock take of uniform
· To post Credit Card expenditure
· Prepare banking and post transactions onto the Trust’s account systems
· To support the Senior Finance Officer with bank reconciliations 
· To liaise with suppliers and customer to resolve any queries 
· To reconcile the unform stock for all academies within the Trust
· To be aware of and adhere to Solent Academies Trusts Manual of Financial Practice and Procedures
· To undertake any other ad hoc tasks requested to meet the needs of the Academies Trust
 
ADDITIONAL RESPONSIBILITIES

Support the aims, values, vision, mission and ethos of the school/trust and participate in a team approach to all aspects of school life.  Attend meetings and training sessions as required.  Be involved in extra-curricular activities, e.g. open days, school events.

Solent Academies Trust is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any successful applicant will be required to undertake an Enhanced Disclosure check by the Disclosure and Barring Service (DBS). 

Solent Academies Trust is committed to the safety and well-being of all staff and pupils and as such the post holder will need to be aware of health and safety issues and act in accordance with Health and Safety policies.

Solent Academies Trust is committed to the implementation and promotion in employment and service delivery of equal opportunities policies and statutory responsibilities. 

This list is not exhaustive, and other duties may be required as part of the role, at the discretion of the Management Accountant or Chief Financial and Operations Officer and commensurate with the grade and level of responsibility.


Signed Employee:						Date:

Signed Manager: 						Date:





Finance Assistant Person Specification  
  	 
	
	ESSENTIAL
	DESIRABLE
	HOW ASSESSED

	EDUCATION and QUALIFICATIONS 
	
	

	GCSE in Maths and English Grade A - C. 
	✓
	
	A/I 

	A record of Continuing Professional Development activities
	
	✓
	A/I

	EXPERIENCE 
	
	

	Experience of working in a financial capacity within a charity or voluntary sector organisation
	
	✓
	A/I 

	Working knowledge of financial systems 
	✓
	
	A/I

	Excellent ICT skills, use of Microsoft Office, including excel, and other IT software 
	✓ 
	 
	A/I 

	KNOWLEDGE AND SKILLS
	
	

	Strong interpersonal, written and oral communication skills 
	✓ 
	 
	A/I 

	High levels of accuracy and exceptionally high levels of attention to detail
	✓ 
	 
	A/I 

	Ability to work well as part of a team but to also use own initiative as required 
	✓ 
	 
	A/I 

	Strong organisational and time-management skills 
	✓ 
	 
	A/I 

	PERSONAL EFFECTIVENESS

	Confidence and self-motivation 
	✓ 
	 
	A/I 

	The ability to work well under pressure 
	✓ 
	 
	A/I 

	Flexibility and willingness to be adaptable
	✓ 
	 
	A/I 

	Able to establish effective relationships at all levels within and outside of the Trust
	✓
	
	A/I

	Able to maintain confidentiality in all circumstances
	✓
	
	A/I

	Contribute to new ideas and ways of working
	✓
	
	A/I
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