ST GABRIEL’S R C HIGH SCHOOL
JOB DESCRIPTION

	Post Title:        Finance Assistant 


	Department:    
	Establishment/Post No: 


	Division/Section:  SCHOOLS
	Post Grade: 4 £20,444 - £22,129 FTE

	Location:     St Gabriels RC High School / St Monica’s High school 
	Post Hours:     37 hours / 18.5 hours (please state on application form full or part time)

	Special Conditions of Service: Annual leave must be taken during periods of school closure  


	Purpose and Objectives of Post:


	Accountable to:    Governors, Head Teacher


	Immediately responsible to:     Business Manager


	Immediately responsible for: 


	Relationships:  (Internal and External)

Staff, contractors and suppliers, pupils, parents, Local Authority / Trust staff and outside agencies

	


	Main Purpose of the job
· Under the direction of the Business Manager, provide an efficient, responsive and high-quality financial support to the school in line with financial regulations. 

· To work collaboratively with all staff and parents in order to support pupil well-being and to promote the five outcomes of Every Child Matters 

· To provide high customer service approach with effective communications to staff, parents and students 

Main purpose/responsibilities 
· Provide efficient and effective financial administrative support to meet the School’s financial responsibilities 

· Managing day to day processes in an accurate and timely manner. 

· To maintain, record and update all financial and administrative information systems and procedures as required, including retrieving and collating information to a high standard 

· To adhere to financial regulations and policies. 

· Administration of ParentPay system- adding new services for trips, clubs and activities, providing reports, managing accounts and responding to parent/student queries, support on setting up and activating accounts. 

· To manage the finance email inbox, open post and to file financial records 

· Undertake day to day administration as required as part of the role 

· Support parents/carers in applying for FSM and related queries 

· To act as initial point of contact for budget holders when making purchase requisitions 

· Ensure all purchase orders are authorised by budget holder 

· Raise purchase orders on financial system, negotiate with supplier and ensure best value for the school 

· Process invoices and financial transactions 

· To deal with telephone and email correspondence and to resolve any purchasing and payment queries and to resolve disputes where necessary 

· Manage financial transactions/records as instructed or required, applying appropriate authorisation and audit trials are evident. 

· To receive, check and distribute supplies 

· Personal commitment to continuous development and service improvement. 
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