St Margaret’s CEVA Primary School
Finance Administrator – Job Description 
Reporting to the School Business Manager the Finance Assistant will have a key role in the administrative support team, fulfilling the financial operations along with the completion of legal statutory premises checks of the school.  Excellent organisational and interpersonal skills will be crucial to the role as well as experience using a computerised financial management system, excel and word.
MAIN DUTIES AND RESPONSIBILITIES
FINANCIAL OPERATIONS 
· Be responsible for fulfilling the financial operations of the school – processing all income, journal payments and invoices on the school’s finance system (Arbor) ensuring that all the correct authorisations are obtained
· Purchase of supplies, equipment and services for the school and dealing with discrepancies and supplier queries
· Processing of orders and invoices to ensure punctual payment for goods and services, dealing with discrepancies.
· Ensuring balancing and closing off of all accounts is undertaken monthly
· Processing collection of income and paying in to the bank
· Completion of monthly VAT Reports using the school’s Arbor
· Reconciliation of the bank statement to the school’s Arbor
· Reconciliation of the school’s Arbor and SCC Oracle system
· Ensure all financial procedures are adhered to in line with the school’s internal controls
· Good organising and prioritising skills 
· The ability to keep accurate records

PERSONAL ATTRIBUTES
· friendly and helpful when dealing with colleagues, parents and everyone in the wider school community 
· flexible and co-operative covering the front office when required
· open to new ideas and improvement







