= Sl RLe J< Sidney Stringer Multi Academy Trust
Academy

Finance Assistant (Grade 4)
Temporary to cover maternity

Required for 15 April 2019
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— Sidney Stringer

Academy

Sidney Stringer Academy Multi Academy Trust
consists of five schools led by Sidney Stringer
Academy. The schools are Radford Primary
Academy, Ernesford Grange Community Academy,
Riverbank Academy (Special School), Sidney Stringer
Academy and Sidney Stringer Primary Free School.

All of the schools in the trust are working together
with the ambition of becoming outstanding.

As the Trust develops we are exploring the
opportunities of creating shared posts and services
across the schools so that we can benefit from

economies of scale.

FinanceAssistant

You will be part of a small team that supports all

aspects of the finance systems for Sidney Stringer
Academy. Based in the busy administration and
finance office the role will cover all aspects of the
day to day financial operation of the Academy and
also support other administrative functions if
required. We are looking for an energetic and
motivativated individual who will see this role as
a way to build on their knowledge and

understanding of finance.

You will be supported by a strong team and this is
an ideal opportunity to gain the necessary
experience to progress your financial career within the education sector.



Why work at
Sidney Stringer Multi
Academy Trust?

There are many benefits to staff
working at Sidney Stringer

* 100% attendance 1 day off following year

» Staff Developmentnew leadership challenge
programme and subsi dies
courses

» Chromebookdor teaching staff and class sets
for lessons

Free tea and coffee
* Social committee with subsidised events

» Revision sessions paid for
(subject to minimum numbers)

* Occupational health and counselling support

* £50 a day for takingrips at weekends/ Holidays

Cycle Scheme

Childcare voucher Scheme

Free parking
1 Free Flu jabs
* Long service awards

i Potential to work across more than one
school/phase if appropriate




JOB DESCRIPTIONinanceAssistant
Sidney Stringer Multi Academy Trus¢ committed to safeguarding and promoting the welfare of
children and young people and requires all staff and volunteers to share this commitment.

Grade- 4

Reporting to: The Assistant Business Manager

Hours: 37 hours per week All Year Round

Job Purpose

To provide financial support for the Academy, by ensuring the delivery of a quality service. To use PS
Financials to raise purchase orders, sales invoices and maintain current financial records. Assist in the
efficient completion of all aspects of the annual financial cycle to maintain the Academy’s compliance
with audit regulations and underwrite a service driven by value for money.

DESCRIPTION OF DUTIES AND RESPONSIBILITIES:

A To assist the Business Manager and Assistant Business Manager by ensuring the efficient
provision of day to day financial support to the Academy.

A Operate the Academy’s Financial system including:

J Raising orders

J Inputting deliveries

) Accounts Payable Invoices

) Accounts Receivable Invoices

A Assist the Business Manager and the Assistant Business Manager in ensuring Academy
procurement procedures are followed and value for money is achieved.

A Negotiate with suppliers to obtain best possible prices and delivery times.

A Liaise with the Site Service Team regarding the efficient receipt and delivery of goods into the
Academy and movement to departments.

A Support the finance team through the accurate recording and monitoring of VAT for the
Academy and aid in the timely production of any statutory returns.

A Pro-actively maintain the supplier’s database ensuring all details are correct and up to date
including email contacts and bank details.

A Ensure all aspects of PSF Financials are up to date to support the provision of accurate
financials data to budget holders and management alike

A Liaise with suppliers on queries, outstanding items, shortages and prices.



A Ensure all monies received by the Academy are receipted, banked and entered on the financial
system on a weekly basis.

A Reconcile payments made via external software i.e. Parent Pay/Cashless Catering to the
financial system.

A To cover when necessary for the Finance Officer and provide support with financial anaylsis and
tracking of data as directed.

A Working with the Finance team assist as and when required with all matters to do with the
Trading Company including reconciliation, banking and sales invoicing.

A Cover clerical duties when appropriate for relevant admin staff.

A Assist in the maintenance and the monitoring of the Academy Equipment Inventory/ Fixed
Assets.

A Responsible for raising invoices to debtors and ensuring the collection of all monies due.

A Work with the Business Manager and Finance and Assistant Business Manager ensure financial
practices and procedures comply with the Academy audit requirement and meet the necessary
standards as set out in the EFA Financial handbook.

A To assist in the sale of uniform, processing of payments and stock take.

A To assist across the Multi Academy Trust if required.

A The post holder will be responsible and accountable for carrying out duties and responsibilities
of the post with regard to the Academies Equal Opportunities policy.

Other Duties

A To undertake such other duties, training and/or hours of work as may well be reasonably required
and which are consistent with the role.

A To participate in performance management arrangements.

A To adhere to published school policies and procedures.

A To attend regular meetings with line manager.

Safeguarding

Teachers are accountable for the way in which they exercise authority, manage risk, use resources and
protect students from discrimination and avoidable harm. All staff, whether paid or voluntary, have a
duty to keep young people safe and to protect them from physical harm. When an individual accepts a
role that involves working with children and young people they need to understand and acknowledge
that the responsibilities and trust are inherent in that role.

A The jobholder is expected to observe their obligations in accordance with the Academy’s Child
Protection Procedure, and to report any concerns that they may have regarding a child or young



person’s welfare to the appropriate person. A copy of the Academy’s Child Protection Procedure can
be obtained from the jobholder’s line manager.

A The Governing Body is committed to safeguarding and promoting the welfare of children and
young people and expects all staff and volunteers to share this commitment.

Rehabilitation of Offenders Act 104

This job is exempt from the provisions of the Rehabilitation of Offenders Act 1974. Appointment to this
job is subject to an enhanced DBS disclosure being obtained, and any relevant convictions cautions and
reprimands being considered. Any convictions cautions or reprimands of relevance, obtained by the
jobholder after enhanced DBS clearance has been acquired, must be disclosed to the Principal by the
jobholder. Failure by the jobholder to do so, or the obtaining by the jobholder of a relevant conviction
caution or reprimand, may be managed in accordance with the Academy’s Disciplinary Procedure.

Health and Safety

The jobholder is required to exercise their duty of care by taking responsibility for their own health and
safety, and the health and safety of other people who may be affected by their acts or omissions (failure
to act). Full guidance regarding health and safety is set out in the Academy’s Health and Safety Policy,
and in any risk assessments relevant to the jobholder’s role or circumstances. Both can be accessed via
the jobholder’s line manager and must be observed.

Confidentiality and Data Protection

The jobholder is expected to comply with the provisions of the Data Protection Act 1998. Any
information they have access to, or are responsible for, must be managed appropriately and any
requirements for confidentiality and security observed. Information must not be disclosed to any person
or Authority, for example a parent or the Police, without observing the correct procedure for disclosure
as set out in the Academy’s Data Protection Policy.

Equality and Diversity

Sidney Stringer Multi Academy Trust is committed to equality and values diversity. As such the Academy
is committed to fulfilling its Equality Duty obligations, and expects all staff and volunteers to share this
commitment. The Duty requires the Academy to have due regard to the need to eliminate unlawful
discrimination, harassment and victimisation, advance equality of opportunity and foster good relations
between people who share characteristics, such as age, gender, race and faith, and people who do not
share them. Staff and volunteers are required to treat all people they come into contact with, with
dignity and respect and are entitled to expect this in return.

Training andDevelopment

Sidney Stringer Academy has a shared responsibility with the jobholder for identifying and satisfying
training and development needs. The jobholder is expected to actively contribute to their own
continuous professional development, and to attend and participate in any training or development



activities required to assist them in undertaking their role and meeting their safeguarding and general
obligations.

This job description reflects the major tasks to be carried out by the jobholder antifiedethe level of
responsibility at which the jobholder will be required to work, as at the date on which the last review too
place.

This job description may subject to review and/ or amendment at any time to reflect the requirements c
the job. Any amendments will be made in consultation with any existing jobholder, and will be
commensurate with the grade for the job. The jobholdegxigected to comply with any reasonable
management requests.

Job Description Reviewed BRichard KershawJanuary2019)

Personnel Specification

Qualifications and Training Essential Desirable
Educated to GCSE, with good grades in Maths and English (C or V
better/ or equivalent)

Experience

Experience of using Microsoft Office Suite

Financial systems management

Experience of using Email/Internet

Experience of using Microsoft Outlook

Experience of using SIMS or similar database

Experience of using PSFinancials or equivalent financial package

<<

Experience of working with the general public
Hands on experience of financial administration
Experience of budget monitoring

Skills

Personal

Must be well organised

Excellent communication skills at all levels

Ability to work under pressure while maintaining a positive, professional
attitude

The ability to ensure that deadlines are met

Ability to work as part of a team

Ability to organise and prioritise workload

Ability to work in dependently at a strategic level

Manage ICT systems and resources effectively
Committed to professional development and training
Demonstrate attention to detail and high level of accuracy
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Administrative
Experience of using, setting up, maintaining and de veloping V
administrative systems

Problem solving

Attention to detail in communication and planning

Ability to use initiative and creativity when identif ying situations/ future
demands

Relations

Have excellent interpersonal skills and be able to communicate V
effectively
Ability to develop good relations with staff and students V
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" Sidney Stringer
| Academy

FinanceAssistant

Temporary to cover maternity
Grade 4 - £18,672 - £21,693 pa (actual salary)
37 hours per week
All year round

You will be employed by the trust which consists of five schools led by Sidney Stringer Academy. The
schools are Radford Primary Academy, Ernesford Grange Community Academy, Riverbank Academy
(Special School), Sidney Stringer Primary Free school and Sidney Stringer Academy.

We are looking to appoint a Finance Assistant to be part of a small team that supports all aspects of
the finance systems for Sidney Stringer Academy. Based in the busy administration and finance office
the role will cover all aspects of the day to day financial operation of the Academy and also support
other administrative functions if required. We are looking for an energetic and motivativated
individual who will see this role as a way to build on their knowledge and understanding of finance.

If you would like further information or to discuss the post in more detail then please contact

Sue Sanders, Assistant Business Manager; ssanders.staff@sidneystringeracademy.org.uk

If you are ambitious for yourself and want to be part of a great team at this really exciting time then
we would like to meet you.

How to apply

For further details, an application form, and to apply, please visit our website:
www.sidneystringeracademy.org.4k+ I OF yOA S& LI} ISQ

Please return completed application forms to Ghausia Bhatti HR -
gbhatti.staff@sidneystringeracademy.org.ukNo hard copies to be sent in the post].

We look forward to receiving your completed application form.
Closing date:Thursday 14 February 201%t 12 noon
Interview date : Week Comencing 25 February 2019

Anyoffer of employment to the above post will be subject to receipt of a satisfactory disclosure from
the Disclosure and Barring Service.
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