[image: ]JOB DESCRIPTION

Finance Assistant

Responsible to:  	Northern Hub Business Manager

[bookmark: _GoBack]Salary Grade: 		Band 5 (NJC 12 - £27,711 A to NJC 14 - £28,624 B)

Working Pattern:
This is full time, term time plus two weeks, working across schools in the Northern Hub at the James Rennie School site. Travel to other schools may be necessary as and when required.

Line management:         No line management requirements.
	

Job purpose

Finance Assistant

1. To provide a finance administration function for the Eden Academy’s Northern Hub. 
2. To undertake administrative tasks in line with the BS7 job specification. 
3. To adhere to the Eden Academy Trust Finance Policy and to uphold the ethos of the Northern Hub Schools in all undertakings and working practices.
4. Support the Senior Finance Assistant and Northern Hub Business Manager to develop a financial service and support the operational development plans for the Northern Hub Schools in conjunction with Eden Academy Trust.


General Duties 


Leadership & Strategy 

1. Ensure that the Northern Hub makes best possible use of resources through effective planning, including consideration of all financial implications.
2. Understand the effects and implications of government policies legislation and directives and support the implementation of effective strategies for current initiatives and long-term trends.


Financial Resource Management 

1. Assist and contribute to the planning of a balanced budget for schools within the Northern Hub. 
2. Ensure that the Northern Hub achieves value for money.
3. Propose revisions to the budget if necessary, in response to significant or unforeseen developments 
4. Provide ongoing budgetary information to relevant stakeholders 
5. Ensure appropriate maintenance of information inputted to the school’s accounting function, ensuring efficient operation according to agreed procedures 
6. Ensure financial returns for the Academy and other relevant agencies are prepared in line with within statutory deadlines.
7. Ensure all financial processes are in compliance with auditing requirements
8. Assist the Northern Hub Business Manager to manage and monitor contracts, tenders and agreements for the provision of support services. 

Administration Management 

1. Design and maintain administrative systems that deliver outcomes based on the Northern Hubs aims and Best Value principles
2. To ensure that records are kept in accordance with the Data Protection Act and the Retention of information guidelines including GDPR.
3. Review and establish effective methods to improve administrative systems 

Management Information and Communication Systems

1. Consult with relevant people to introduce new technology or improve existing technology for different purposes, for example management information systems.
2. Support contingency planning in the case of technology failure


Facility & Property Management 

1. To assist the Northern Hub Business Manager to ensure the provision of essential utilities across the Northern Hub ensuring best value
2. Support the administrative function of the purchase, repair and maintenance of all furniture, ICT and fittings


Health & Safety

1. Understand and implement systems to ensure health and safety regulations in line with school’s policies and procedures.
2. Be part of the fire team on site and assist with an appropriate fire policy and plan.
3. Ensure the maximum level of security consistent with the ethos of the school.


Safeguarding

As appropriate, to the post holder’s duties must be carried out in compliance with the following:
1. Academy’s Equal Opportunities Policy and Strategy, Information Security Policies,
2. Financial Regulations and Standing Orders,
3. Health and Safety at Work Act (1974) (and subsequent health and safety legislation).
4. These duties and responsibilities should be regarded as neither exclusive nor exhaustive as the potholder may be required to undertake other reasonably determined duties and responsibilities, commensurate with the grading of the post, without changing the general character of the post



Eden Academy is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment. Therefore, an enhanced DBS check including the barred list will be required for the successful candidate and other procedures and checks will be followed as laid out in our Safeguarding Policy.
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	Person Specification

	Finance Assistant      
	BS7



	Qualifications
	· NVQ3 essential, NVQ4 desirable in administration management or financial equivalent.
· Knowledge of Health and Safety related procedures and policies and how they apply to the work area.
· ICT literate.  ECDL desirable.
· Thorough working knowledge of job specific software packages.
· Understanding of financial processes and organisational priorities.
· Good interpersonal skills.
· Full working knowledge of processes, procedures and systems within area of operation in own area locally and centrally for the academy.
· Good knowledge of how to investigate records and data to answer questions.

	Knowledge and Understanding
		
· Monitoring, reconciling and processing financial transactions in line with financial policies and procedures.
· Assisting in managing a budget
	


	· Utilising all available operating systems. 
· Operating and maintaining office equipment and other facilities where appropriate. 
· Monitoring supplies and services. 
· Ability to review service delivery and resolve problems including making recommendations for improvement.
· Cooperating with change.
· Confidentiality and understanding of GDPR regulations.

	
 

	





	Customer and Community Focused
	· Providing information for internal and external customers and service users on request.
· Resolving escalated issues from customers involving direct contact.
· Ability to work with teams across different sites in a timely and professional manner whilst upholding the local and academy ethos.

	Making Things Happen
	· Planning and delivering projects in own work area.
· Maintaining a high level of service delivery.
· Consolidating and reporting various sources of relevant information to inform others.
· Interpreting data and making recommendations for action.
· Ensuring that service delivery and processes are in line with legislative developments and quality requirements.
· Approving action outside standard delivery, within procedural protocols and parameters.
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