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Job Description: Finance & Admin Assistant
	Department
	Support

	Job Title
	Finance & Admin assistant

	Pay Scale
	SC6

	Status
	Term time plus 4 weeks

	Responsible to
	Head of Finance & Operations/Office Admin Manager



PURPOSE OF JOB & OVERALL RESPONSIBILITY  

To provide administrative and financial support in the Sixth Form and to support the Head of Finance and Office Admin Manager with routine financial administration and designated administrative tasks.
	
EQUAL OPPORTUNITIES
The NCS is committed to equal opportunities for all students, parents and staff, regardless of gender, race, religion, age, disability or sexual orientation.  The Sixth Form will establish and maintain an ethos and environment in which all people feel valued as individuals and as members of groups and will not accept any form of discrimination. 

DUTIES AND RESPONSIBILITIES:
Financial Administration
· Place orders as approved by the budget holders ensuring that Best Value is achieved and chasing overdue orders
· Reconciling the Parent Pay income reconciliations and responsible for chasing outstanding payments due
· Administering and managing the petty cash float and maintaining records
· Reconciliation of monthly salaries and processing payments 
· Purchase Card holder lead in line with permitted use and responsible for monthly reconciliations and backing support
· Liaising with central payments team to ensure invoices are paid within the agreed credit terms
· Leading on all financial administrative queries including outstanding invoice payments
· Assisting in setting up Parent Pay trips with the Officer Manager
· Preparing documentation for BACs payment runs
· Maintaining high standards when managing confidential information, complying with the Sixth Form data protection procedures and legal requirements at all times
· Co-ordination of departmental textbook/resource ordering in a timely manner
· Assisting with maintenance of the Asset Register
· Assisting as required during Audits & maintaining filing system of financial reports
· Assisting with end of year preparation and procedures
· Use budget monitoring software to produce monitoring reports in a timely fashion
· Liaising with payroll to ensure the timely preparation and submission of relevant documents
· Administering starter and leaver documentation to payroll
· Maintain weekly FSM data and ensure information is input on the main database
· Support with Bursary Applications & FSM applications and monitoring


General Administrative Duties
· Provide administrative support to the Head of Finance/Office & Database Manager as and when required
· Monitor stock of office stationary
· Provide administrative support with data entry on SIMS database during student admissions, enrolment and timetabling periods to ensure systems in place are operating effectively and efficiently. 
· Provide assistance in maintaining and updating computer systems and in archives with good attention to detail 
· Provide cover support when required
· Provide a point of contact for parents / carers and external agencies wishing to speak with the leadership team
· Attend and participate in relevant meetings, training and other learning activities
· Be aware of and comply with policies and procedures relating to safeguarding and promoting the welfare of children, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Demonstrate an understanding of and commitment to equal opportunities and diversity and to the standards of customer care
· Be responsible for own health and safety as well as that of colleagues, students and the public 
· Establish constructive relationships and communication with staff, contractors, agencies and other professionals
· Provide general whole school administrative support where required including word processing, creating spreadsheets etc.

In all contacts the post holder will be required to present a good image of the Sixth Form as well as maintaining constructive relationships.
This job description will be reviewed annually and may be subject to amendment or modification at any time after consultation with the post holder.  It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the Sixth Form in relation to the post holder’s professional responsibilities and duties.








Person Specification
	Education and Qualifications:
· Evidence of training, experience and continuous professional development relevant to the post.

	Experience and Training:
· Experience of using purchase ordering systems and financial administration
· Experience in managing administration systems, data handling and analysis 
· Experience of working with a range of partners and agencies to deliver agreed outcomes

	Knowledge, understanding and skills:
· Knowledge and understanding of a range of IT systems and how they can be used effectively to support learning and Sixth Form improvement
· An ability to use IT to produce documents, spreadsheets and databases
· An understanding of how data can be used 
· Excellent analytical skills
· Excellent verbal and written communication skills
· Excellent organisation skills
· The ability to work independently and as part of a team
· Research skills

	Personal qualities:
· Excellent inter-personal skills. Evidence of good relationships with students, parents and colleagues 
· an enthusiasm for the post and ability to motivate and inspire students
· A high level of commitment to the Sixth Form and its continuing development
· Flexibility and the ability to balances priorities and absorb pressure
· Ability to delegate duties, agreeing priorities and deadlines
· Excellent time management skills
· Integrity, reliability and the ability to maintain confidentiality

	General:
· Be aware of and comply with policies and procedures relating to safeguarding and promoting the welfare of children, health, safety and security, confidentiality and data protection
· To demonstrate an understanding of and commitment to equal opportunities and diversity and to the standards of customer care
· Be responsible for own health and safety as well as that of colleagues, students and the public 









	CRITERIA
	METHOD OF ASSESSMENT

	Qualifications & Experience
· Knowledge and understanding of a range of IT systems and how they can be used effectively to support learning and Sixth Form improvement
· An ability to use IT to produce documents, spreadsheets and databases
· An understanding of how data can be used 
· Excellent analytical skills
· Excellent verbal and written communication skills
· Excellent organisation skills
· The ability to work independently and as part of a team
· Research skills
· Good leadership skills and the ability to manage and build teams

	Application Form, Interview & Test



	Skills & Abilities
· Excellent inter-personal skills. Evidence of good relationships with students, parents and colleagues 
· An enthusiasm for the post and ability to motivate and inspire students
· A high level of commitment to the Sixth Form and its continuing development
· Flexibility and the ability to balances priorities and absorb pressure
· Ability to delegate duties, agreeing priorities and deadlines
· Excellent time management skills
· Integrity, reliability and the ability to maintain confidentiality

	Application Form, Interview & Test



	Equal Opportunities Awareness
· Awareness of and commitment to Equal Opportunities issues
· A commitment to working in a multi-cultural environment and with students from diverse backgrounds		
· A commitment to work in a flexible and collaborative manner with other members of the sixth form community
· The Sixth Form is committed to safeguarding and promoting the welfare of young people and expects all staff to share this commitment
	Application Form, Interview



All posts will be subject to an enhanced DBS check
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	“We are what we repeatedly do. Excellence then, is not an act, but a habit.” Aristotle
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