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Sunflower Federation
FINANCE SUPPORT ASSISTANT 

The job description will be reviewed at least annually as part of the Performance Management programme.

This job description outlines the responsibilities for the Finance Support Assistant (Student/Pupil) of the Sunflower Federation which comprises two special schools - Breakspeare SLD/PMLD School (catering for students from 3-19) and Meadow Wood PNI School (catering for students from 3-11). All students have EHC Plans.
	Location.		Breakspeare School		Meadow Wood School
	Gallows Hill Lane	Coldharbour Lane
	Abbots Langley	Hertfordshire	Bushey	Hertfordshire
	WD5 OBU	WD23 4NN



Salary range: Grade H3

Reporting to: Finance & Resources Manager

Date Prepared: January 2020















Purpose of the Role will be in the following areas: 
To process and input all financial transactions into the schools’ accounting systems (currently RM Unify)
To ensure that financial reporting timelines are achieved and financial information is accurate and complete.
To contribute to the provision of details financial monitoring and reporting information to school staff.
To provide general finance administration support to facilitate efficient and effective use of the budget allocated to the school.

Responsibilities:
Payment of invoices and other expenditure
Invoicing of lettings and other debtors and monitoring income
Reconciliation of the bank statements
General upkeep and maintenance of the financial management systems database
Provision of regular reports to the Finance & Resources Manager.

Individuals in this role may also undertake some or all of the following:
Undertake reception duties, act as first point of contact in response to telephone and face-to-face enquiries, sign in visitors
Processing online payments received from parents/carers and occasional banking of cheques.


PERSON SPECIFICATION
· Experience of use and applying of financial regulations and procedures in your work
· Experience of working with ICT systems (Microsoft Excel, Word, PowerPoint) 
· Committed to the delivery of high quality financial management reporting
· Financial experience in the education setting desirable but not essential
· Highly organised and demonstrate an ability to plan and manage work to achieve results and meet deadlines
· Highly numerate and accurate
· A keen eye for detail and patience to solve problems
· Enthusiastic, flexible, reliable, capable of working alone with a minimum of supervision 
· Be able to demonstrate a genuine desire to continually improve and develop
· Able to communicate well with others both verbally and in writing 
· Able to work proactively within a team
· Committed to the delivery of excellent service


We are committed to safer recruitment practices and to safeguarding and promoting the welfare of all children. We expect all staff and volunteers to share this commitment. We will ensure that all our recruitment and selection practices reflect this commitment. 
The duties and responsibilities listed above describe the post is at present.  The post holder is expected to accept any reasonable alterations that may be necessary from time to time.
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