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Job Description

	Job Title
	Assistant Accountant
	Department  
	 Finance

	Reporting to
	KA’s Finance Manager
	Grade
	7

	Hours per week
	37 or core school hours only (negotiable for the right candidate/s)
	Weeks per year
	52 or term-time / term-time plus

	Hours of Work
	Negotiable between 8am and 5pm (including an unpaid break)


Main Purpose of the Job

The post of Assistant Account / Finance Officer has the prime responsibility for the processing of financial transactions and the maintenance of accurate financial records and reports for the Academy as necessary for statutory and other requirements.  The purpose of the post is to provide support to ensure that the highest quality teaching, learning and working takes place, and that the Academy's aims and objectives, as set out in the Academy Development and Improvement Plans, are achieved.

Main Duties

To organise and maintain school trip, extra-curricular, catering and other parentally paid finances, including the ParentPay system.
To manage the approval, review and processing of purchase orders
To manage the approval, review and processing of supplier invoices, credit card spending, staff expenses and similar.
To assist in the preparation of periodic payments and payment runs
To review and process overtime and casual claims.

To assist in the monitoring of cash flow and balances held.

To assist in the monitoring of expenditure against budget and reporting to account-holders

To manage the raising of invoices for services delivered, and the collection of payment of those invoices.

To assist with a variety of other accounting and finance items that may come up from time to time including charity, youth club, training school, lettings, catering and conference items.
To contribute to the preparation of monthly Management Accounts and other Reports as required.
To contribute to the achievement of "Best Value" in the Academy's spending decisions.

To undertake one-off financial projects and analysis as appropriate.

To contribute to an on-going effort for constant improvement, keeping up to date with best practice.

Universal

· To be personally committed to a philosophy of continuous improvement in relation to whole academy policy as well as in all team roles and areas of personal responsibility.

· To participate in personal staff development and relevant training schemes.

· To participate in personal Professional Development.

· To comply with Health and Safety requirements.

· To comply with “Rights and Responsibilities”.

· To be committed to safeguarding and promoting the welfare of children and young people.

· To undertake other duties as may be required from time to time.

· To be prepared to undertake First Aid training if required.

Employee’s Name:




Signed:

Date:
Line Manager’s Name:



Signed:

Date: 

SELECTION CRITERIA: 

	SPECIFICATION

(Job Related)
	ESSENTIAL
	DESIRABLE



	Experience and Qualifications
	 5 GCSE’s grade A*-C or equivalent, including maths
Notable previous experience working in an administrative or financial role
	Good A-Levels, including a numerical subject
Subsequent professional financial / bookkeeping training.

Previous experience working in a finance assistant role delivering on many of the responsibilities outlined in the role above.

Prior experience working in schools

	Knowledge


	Basic bookkeeping skills and understanding of financial transactions and processes
Basic understanding of financial systems


	Basic accounting skills and understanding
Confident understanding of financial systems, potentially including ParentPay and/or PSFinancials

	Skills
	Very good numeracy skills
Good literacy skills
Good interpersonal skills
Confident user of general IT software, including Microsoft outlook, excel and word.
	

	Personal Qualities
	Calm, resilient, and good attention to detail.
Professionally discreet and able to respect confidentiality.
Good communication skills, both written, face-to-face and telephone, with a range of persons.
Good organisational and time management skills.
Ability to work quickly and accurately with high volume transactions.
Ability to work within a team.

Open to change and flexible in approach to work.
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