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Rainford Academies Trust


Apprentice – Finance Assistant 

Level 2 AAT Foundation Certificate in Accounting

 
 
	Responsible to 
	Finance Manager

	Salary 
	£8,296 per annum 

	Start Date 
	ASAP for 12 Months

	Hours: 
	37 hours per week


 
 

Our school values: Everyone matters, Everyone Helps, Everyone Succeeds

 
[bookmark: _Hlk76468809]Key Responsibilities and Tasks:

· Processing of purchase orders and accounts payable invoices onto the school financial system.
· Assist with price comparisons as required to achieve best value in accordance with the Financial Procedures Manual.
· Ensuring all appropriate approvals are in place and filed for financial compliance and audit purposes.
· Assist with Bank and credit card reconciliation.
· Processing of accounts receivable invoices, recording them in the appropriate sales ledger and ensuring all debts are paid within specific timeframes.
· To assist with the processing of journals within the school accounts under the instruction of the Finance Manager and Director of Business & Finance.
· Dealing with queries from suppliers, parents and pupils associated with payment processes in place across the school.
· Assist the Finance Manager with queries from budget holders in relation to transactions coded to their area.
· Uploading of sales and trips onto electronic payment platforms e.g. ParentPay, ensuring the appropriate templates are completed by staff and regular updates provided.
· To assist with registering all income - collecting money, banking cheques and taking electronic payments.
· To assist with the petty cash on a day to day basis.
· Processing of expenses claims.
· To assist with the contracts register and licences schedule, keeping it up to date.
· Participate in team meetings as required.
· Any other duties as directed by the Finance Manager and Director of Business & Finance which are commensurate with the grade of the role.


 General:

· To play a full part in the life of the school community, to support its mission and ethos and to encourage staff and students to follow this example.
· To promote actively the school’s corporate policies.
· To continue personal development as appropriate.
· To work collaboratively with colleagues.
· To promote and participate in the school’s performance review process.
· To be aware of employee responsibilities for Health and Safety of themselves and others and to work in a safe and secure manner with due care towards the health and safety of oneself, other staff and students.
· Every member of staff has a duty to commit to the safeguarding and welfare of all students at the school.
· To participate in staff programmes for training, in particular safeguarding and health and safety.
· Share in the corporate responsibility for the well-being and discipline of students.
· Promote the good work of the school in the wider community

Course Content:

[image: ]



















[image: ]

























This job description is current at the date shown, but, in consultation with you, may be changed by the principal to reflect or anticipate changes in the job commensurate with the grade and job title. 

Rainford High School is an Equal Opportunities Employer and positively welcomes applications from all people regardless of their sex, creed, marital status, race, age, disability, gender identity, sexual orientation or religious belief. 

Rainford High School is committed to safeguarding and promoting the welfare of children. Post holders must receive a satisfactory enhanced DBS check before taking up the post and undertake a minimum of three-yearly checks. 

Rainford High School is committed to promoting positive mental health and emotional well-being to our student body and to every member of our school staff. We pursue this aim through the use of effective policies and procedures within a safe and supportive school/work environment
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Knowledge What is required for occupational competence?

- Aware of elements of commercial law that may have an impact when working in accountancy, such as contracts, data 

protection or Anti Money Laundering

- Can explain the importance of upholding relevant codes of conduct

- Can explain different legal entities and organisational structures.

- Aware of the impact of technology on business and its accounting and finance functions.

- Understand own role within the context of your organisation

- Understand transactional processes of accounting and their use within a finance function

- Understand what makes a business or organisation successful, through either buying or selling products or supplying services 

to a market.

- Understand how accounting systems and processes allows a business to keep track of all types of financial transactions

- Know a range of routine accounts reports, reports and their use within the finance function

- Understand the basics of internal control within own organisation.

- Aware of basic accountancy concepts and double entry bookkeeping

- Understands bookkeeping controls

- Understand the cost recording system within an organisation

- Develop an understanding of the differences between Financial and Management Accounting.

-

Understands corporate social responsibility (CSR), ethics and sustainability within organisations

-

Understands the importance of the need to keep up-to-date with relevant policies, procedures, regulatory or system changes.

General business

Understanding your 

organisation

Accounting systems and 

processes

Basic accounting

Ethical standards
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Skills What is required for occupational competence?

- The ability to examine data to identify issues

- The ability to reconcile data to minimise the chance of errors

- The ability to plan and review work

- Recognise and rectifies errors.

-

Deals effectively with a range of stakeholders using appropriate communication methods to deliver accurate and timely results

- Avoids jargon and uses the correct technical terms where appropriate

- Demonstrates good listening and speaking skills to be able to communicate effectively in the right manner.

- Utilises relevant office and accounting software packages to input and manage data accurately

- Ability to maintain the security of accounting information using passwords and other appropriate security measures.

- Ability to organise self, prioritise workload and activity to meet deadlines.

- Actively identifies team workload problems and offers to support peers where appropriate

- Ability to understand issues beyond own remit

Behaviour What is required for occupational competence?

- Supports colleagues and collaborates to achieve results

- Builds working relationships within own team and other parts of the organisation

- Be aware of their impact on others.

- Successfully implements changes that are required, as directed.

- Displays an ongoing commitment to learning and self-improvement.

- Seeks feedback and acts on it to improve their performance.

- Looks to behave professionally by adhering to the organisational code of conduct

- Has a ‘right first time’ approach.

- Shows integrity in their approach

- Demonstrates personal pride in the job through appropriate dress and positive and confident language.

- Builds and maintains customer satisfaction with the products and services offered by the organisation in line with company 

policy, regulation and practice.

- Delivers excellent service, identifying and meeting or exceeding customer expectations.

 Customer focus

Communication

Uses systems and processes

Personal effectiveness

Team work



Attention to detail
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