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St Richard's Catholic College


JOB DESCRIPTION

	Post title
	Finance Assistant

	Responsible to
	Business Manager 

	Salary
	Single Status Grade 5

	Main Purpose of the Job
	To administer and prepare school accounts and to assist in the preparation of budgets.  To provide support to the Business Manager in all financial and administrative functions

	Duties and Responsibilities


	
· To administer the school budget on the school’s Financial Management System.  To undertake regular reconciliations.
· To monitor expenditure and process invoices for payment.  To raise and authorise payment to suppliers.
· To bank all school income.  To ensure all income is accurately accounted for, and receipts given for cash, cheques and online payments.  
· To administer the Petty cash account.
· To process orders and receive and distribute supplies when necessary.
· To maintain records for audit and prepare for audit visits. 
· [bookmark: _GoBack]To ensure the Asset Register is kept up to date. 
· To archive financial records. 
· To administer the School Fund and all related financial records.
· To monitor and invoice all lettings of premises.   
· To support the Business Manager in the preparation of budgets. 
· To assist the Business Manager with the preparation of reports for the Governing Body.
· To support the Business Manager with Health and Safety across the site. 
· To support the Business Manager in some areas of Personnel including the updating of the Single Central Record. You will also be responsible for requesting DBS checks. 
· To carry out the above duties in accordance with the St Richard’s Equal Opportunities Policy. 





This job description sets out the duties of the post at the time it was drawn up. Such duties may vary from time to time without changing the general character of the duties or the level of responsibility entailed. Such variations are a common occurrence and cannot themselves justify a reconsideration of the grading of the post.  
St Richard’s is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment. Successful applicants will need to undertake a Disclosure and Barring Service (DBS) enhanced clearance check.
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