
 

FINANCE ASSISTANT – JOB DESCRIPTION 
 

 

PURPOSE OF ROLE: 

 

The Finance Assistant is responsible for transactional work for schools within the Multi 

Academy Trust recording, collecting, communicating and generally managing financial 

transitions for Walsall Studio School and supporting The Mercian Trust monthly reporting 

and audit preparation.  It is envisaged that the post holder will work across all schools with 

specific duties for Walsall Studio School.  

 

REPORTS TO: 

 

The role reports to the Finance Manager, but will also involve working with the Chief 

Financial Officer. 

 

ROLES AND RESPONSIBILITIES 

 

Recording and management of financial transactions 

 Financial transaction management.  This involves the recording of income and expenditure 

transactions with specific responsibility for Walsall Studio School 

 Raising purchase orders as requested and liaising with suppliers for pricing. 

 Raising invoices for lettings and ahdoc income and review of outstanding debtors at the 

month end. 

 Processing of invoices and checking of suppliers statements. 

 Month end journals for stocks (generally being uniform and ties), trip income deferrals and 

expenditure allocations, under the supervision of the Finance Manager. 

 Use of spreadsheets for expenditure reviews and analysis. 

 Supporting the Finance Manager with audit paperwork preparation. 

 Maintaining suitable filing systems as required and making financial records available to 

the Academy’s external Auditors under the direction of the Finance Supervisor. 

 Accurately inputting financial data (purchase orders, invoices, expenses, etc.) onto the 

finance system ensuring that coding is correct, and VAT correctly recorded 

 

Communicating with the school community 

 Communicating with colleagues at all levels 

 Receiving telephone enquiries and taking messages as required 

 Communicating with schools, agencies and commercial companies and working with the 

schools external auditors as part of the finance team 

 Using technology to ensure an efficient and effective service is maintained at all times 

 

Other financial duties 

 Assisting with the application of new technology to administrative/clerical procedures 

 Source prices of purchase to ensure best value. 

 Providing in school general financial support 

 Such other duties appropriate to the grade of the post as the Head Teacher or Finance 

Manager may from time to time determine 

 



 

PERSON SPECIFICATION: 

 

The post holder will have the following essential experience and abilities 

 

 An understanding of accounts and finance and well as demonstrating strong numeracy 

 Excellent experience in spreadsheet creation and data manipulation 

 Previous experience of working in an financial position 

 Attention to detail and good organisation skills 

 A willingness to be flexible and ability to multi task 

 Honesty and integrity, as well as an understanding of data privacy standards 

 Good customer service experience and communication skills, both written and verbal 

 

The following experience and abilities would be desirable, but are not essential 

 

  Previous experience working in a similar role within a school or academy  

 Working towards a relevant accountancy qualification 

 

 

 

 

 


