London Borough of Havering 

Benchmark Job Profile

Job title:


Finance Assistant

Grade:


Grade 1/2, Spinal Point 1 – 5 

(£20,103 - £21,591 per annum pro rata)
School:


Crownfield Junior School 
Reports to:


Executive Head Teacher, Head teacher and 

School Business Manager

Staff managed (if any):
None

Job purpose and context

A Finance Assistant is a member of the school support staff, one of a team responsible for making sure that the efficient and effective organisation and administration of school and federation processes, procedures and policies delivers the best possible service to all stakeholders. A Finance Assistant has particular responsibility to support the operation of financial procedures and systems.

Overview: To provide finance administrative support to the Executive Head teacher and School Business Manager of The Learning and Achieving Federation, as well as the Head teacher of Crownfield Junior School.
Key Duties:

· Undertake a range of financial procedures, including placing orders, invoicing, preparation of payments, banking cash, issuing receipts and dealing with supplier issues
· Record financial transactions ensuring accurate coding and efficient processing in compliance      with finance policies and procedures

· Maintain control of petty cash and prepare monthly reconciliation
· Produce a range of financial information and assist with generating financial and other reports meeting required deadlines
· Assist with the effective management of the school budgets
· Receive and record monies from pupils and parents / carers and undertake reconciliations, for example of bank accounts, petty cash, PTA, Breakfast Club etc. 

· Maintain Spreadsheet databases, both of financial and other information, as requested
· Order goods and services ensuring best value and following ordering procedures to ensure adequate resources are available to meet work requirements
· To produce letters and documents using Microsoft Office software
· Assist the School Business Manager in ensuring compliance for annual audits
· Ensure compliance with the financial requirements of The Financial Regulations for Schools 

· Assist the School Business Manager in other duties as required
· To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.


· To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment.

· To complete school based induction and any subsequent training, for example, modules leading to proficiency in the SIMS financial package, required to improve performance.

· To take part in the school performance management system.
Roles and responsibilities

· To operate the computerised personnel, payroll and financial information systems of the school for financial monitoring and data processing


· To receive, record, and process income using the relevant financial systems of the council and the school

· To collect debts and payments due by monitoring records, making requests and following up and taking action on responses


· To process documents relating to goods and services ordered and received and to make and record payments


· To use spreadsheet software to support the budgeting and accounting needs of the school and the council


· To respond to enquiries, requests for information, resolve problems and deal with complaints.


· To produce letters and documents using word processing equipment

· To provide financial information and reports to support school accountability and decision making

· To use paper based filing systems to enter, record and retrieve data to support financial administration and organisation

· To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day-to-day operation of the job.


· To take appropriate action to identify, evaluate and minimise any risks to health, safety and security in the immediate working environment.

· To complete school based induction and any subsequent training, for example, modules leading to proficiency in the SIMS financial package, required to improve performance.

· To take part in the school performance management system.
Notes:


1. The authority expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means that the postholder may be expected to carry out work that it not specified in the job profile but which is within the remit of the duties and responsibilities.


2. Schools are subject to the financial regulations of the council. The postholder is expected to become conversant with these regulations and adhere to them in the day to day operation of the job


3. This is a new job profile for a new post. It will be subject to review with the postholder after one year and may then be reviewed from time to time

Signed
…………………………..   

Date ……………….

Signed     
 ………………………………  
Date ……………….


Headteacher

London Borough of Havering 

Finance Assistant

Benchmark Person Specification

	Skills and abilities
	Essential
	Desirable
	Assessed by

	Ability to organise one’s own work, to prioritise tasks and keep to deadlines
	(
	
	Application & interview

	Ability to work professionally with other team members and improve the work of the team
	(
	
	Application & interview

	Ability to be flexible and respond effectively to the ‘unexpected’
	(
	
	Application & interview

	Ability to communicate and interact effectively with adults, children and young people
	(
	
	Application & interview

	Awareness of sensitive information and the need for confidentiality
	(
	
	Interview

	Ability to maintain accurate financial records
	(
	
	Application & interview

	Knowledge
	
	
	

	An understanding of health, safety and security issues in schools
	(
	
	Interview

	A practical understanding of financial practice and procedures
	(
	
	Application & interview

	Qualifications and experience
	
	
	

	Basic ICT certification to support word processing and spreadsheet skills
	
	(
	Application & interview

	GCSE at level A – C in English and mathematics (or equivalent)
	(
	
	Application & interview

	NVQ Level II or equivalent qualification in Office Skills
	
	(
	

	One year’s relevant experience, on a voluntary or paid basis, in an office or customer service environment
	
	(
	Application & interview

	Willingness and motivation to develop own skills and work towards NVQ Level III in Organisation and Administration
	(
	
	Application & interview
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This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

