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Job Description – Finance Assistant (30 hours 40 weeks) 
	Reporting to:


	Senior Finance Assistant

	Responsible for:


	A range of financial tasks for Wyvern College and its subsidiary company. Including income from students, trip administration and procurement

	Liaising with:
	Headteacher, SLT, Budget holders and relevant support staff, students, parents, governors, and external agencies 

	Working time:


	Anticipated 30 hours per week, 40 weeks per year. Worked between the core hours of 9am and 2pm                                                                                        


	Salary/grade:


	Grade C £23,115- £24,140 FTE

	Financial Duties: 

	· To receive and reconcile cash daily and prepare the cash for banking.

· To run daily online transaction reports and action accordingly.

· To assist with setting up college trips, including costing and booking of facilities, setting up forms and payments through ParentMail, checking passports, assisting trip leaders with Evolve and other trip related administration. 

· To assist with making purchases for all goods and services on behalf of the college maintaining appropriate procedures and authorisation process in connection with all aspects of procurement including return of unwanted items 
· To check deliveries and mark up relevant department to enable delivery by site team - 
· To oversee the administration of the internet payment system and cashless catering system 
· To sell and maintain stock levels for stationery and revision books available for purchase from students as required 
· To liaise with staff and suppliers to answer queries and arrange discounts where appropriate. 
· Be responsible for all aspects of the student finance desk ensuring regular times for student sales and queries.eg updating student bulletin and contacting home for catering queries.

· To have an awareness of roles undertaken by other staff within the Finance Office so that core cover can be provided in times of absence.

· Such other duties as may be reasonably allocated by the Headteacher, or other delegated officer, within the purview of the post.

	Other Specific Duties:

To be aware of the college Child Protection and Data Protection procedures relevant to the role.  

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.  Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description.

Employees are expected to be courteous to colleagues and provide a welcoming environment to visitors and telephone callers. 

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This job description is current at the date shown, but, in consultation with you, may be changed by the Headteacher to reflect or anticipate changes in the job commensurate with the grade and job title.

Date: September 2024
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