ELTHORNE PARK HIGH SCHOOL

FINANCE ASSISTANT (DUAL SITE)
JOB DESCRIPTION

Purpose of Post

· To manage the administration of financial procedures in the finance office.
Finance department duties:
1. To be responsible for purchase order processing and for the end to end invoice processing and authorisation.

2. Monitor all income and expenditure relating to internal budgets.
3. Support the Finance and Contracts Manager with year end processes.

4. Provide advice & guidance to all staff on financial administration procedures.

5. To reconcile all incoming supplier statements ensuring that invoices are paid in accordance with the schools finance procedures.

6. To support with school trips and extended club.
7. To support with collecting, receipting and banking cash for activities such as uniforms, non-uniform days.

8. To deal with payment related enquiries from parents, students and teachers.

9. To be responsible for general filing of all documents in finance office.
10. To continuously improve and streamline new financial processes.
11. To undertake any other duties of a similar level and responsibility as may be required.

Promotion of school values

1. Participate in the schools appraisal, training and development scheme and in a programme of professional development to ensure necessary skills, knowledge and understanding, are kept updated.

2. Promote the schools values, equal opportunities policies and standards and ensure these are reflected in all aspects of service delivery.
3. Undertake health and safety duties commensurate with the post and/or as detailed in the Health and Safety policy.
4. Be aware of the schools responsibilities under the Data Protection Act 1998 and ensure all admin and financial processes comply with this.
5. Treat all information acquired through your employment, both formally and informally, in strict confidence.
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