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BOURNE COMMUNITY COLLEGE
                                    ‘Aspiration, Innovation, Motivation’
Finance Assistant

It is essential that all staff actively promote the aims of The College –

· To ensure every student develops their potential to flourish and be successful

· To have high expectations of all staff and students

· To respect all those in our community locally, nationally and internationally

All members of staff are required to participate in the College’s appraisal scheme.
Line of responsibility

The Finance Assistant will be directly responsible to the Business Manager.
Job Purpose

The Finance Assistant is responsible for:

· Assisting the Business Manager with operating and monitoring all school accounts and budgets, ensuring the safe receipt and handling of cash and the reconciliation of transactions, resolving any problems that may arise.
· Completing administrative routines relating to orders, trips, invoices, cheques and income and expenditure.
Main Responsibilities

Finance

· Manage and balance the School Fund, including the Petty Cash, submitting the accounts and the balance sheet to the external auditor each autumn. The income, expenditure and petty cash are recorded in excel and need to be updated on a weekly basis.  Items on the bank statement need to be checked and entered onto these spreadsheets monthly.
· Receive and record all payments for school trips, residential and day visits, regularly liaising with trip leaders regarding payments made and the pupils attending.

· Manage the Parent Pay account for trips.  Entering new trips onto the site, opening the trip to the appropriate years/classes and students. Collecting, and recording of payments made into the appropriate control sheets. 
· The counting, recording, receipting and banking of all monies paid into the college, for the departmental budgets as well as the School Fund.
· Be a signatory on the school fund bank account to enable any queries on the account to be settled as speedily as possible.

· Be responsible for, and the named person on the purchasing/credit card.
· Reconcile the college credit card statements monthly, allocating the expenditure to appropriate departments.

· Process all departmental orders for goods and services ensuring “Best Value”. 
· Ensure that invoices for goods received are delivered to appropriate departments for signatures before payment.

· Process payments following required authorisation, printing cheques and ensuring they are signed by relevant signatories. Post out to suppliers.
· Issue petty cash payments ensuring required receipts and signatures are obtained for all purchases.

· Raise invoices for outside use of the mini bus as directed.

General
· Provide assistance to staff with regard to financial issues, ensuring the appropriate claims forms are completed.
· Manage all administration for trips.  Supporting the co-ordinator of all trips and visits. Posting out the new Year 7’s Parent Pay letters in September.
· Provide the staff with wage slips, via the pigeonhole system in the staff room.
· Ensure the invoices for the photocopiers are correct by reading the meters.
· Host the Primary School Bursars meetings once a term, providing them with refreshments, and ensuring the meeting room is tidy before and after each session.
· Assist the site team with the distribution of deliveries from the main reception area to the appropriate departments, when needed.
· Liaise with suppliers, contractors and other organisations and attend to queries as required.
· Deal with correspondence promptly and as required including distribution of payment queries, communications from suppliers, contractors and the bank.

· Liaise with the Site Manager when faults around the site are reported.
· Maintain the filing system in the office, setting up ready for the new financial year and archiving the previous year’s files.
· To manage the students lockers ensuring all students have a locker and to order new keys when needed.
· To assist the Business Manager with any other tasks when and if required.

· The post holder may be expected to perform such duties as may be reasonably required by the Head Teacher and that these should be in line with the national legislation and current conditions of service.

