Finance Assistant - Job Specification

Job Purpose
The Finance Assistant is responsible for supporting the financial operations of the organisation, ensuring compliance with financial regulations, and assisting with invoicing, payroll, and payment processing. This role requires strong attention to detail, proficiency in financial systems, and the ability to work collaboratively with stakeholders.

Key Responsibilities
1. Invoice Management
- Ensure all supplier invoices are accurately recorded and processed in a timely manner.
- Print and store electronic copies of invoices in SharePoint.
- Input invoices into Xero, ensuring correct nominal codes and cost centres are applied.
- Maintain offline records of financial transactions, such as consultancy and coaching costs.
2. Payment Processing
- Identify and prepare invoices for payment, ensuring completeness of paper and electronic records.
- Create payment files from Xero and transfer them to CREDEC.
- Assist in authorising and overseeing bank transfers to fund CREDEC accounts.
- Issue remittance advices and ensure proper filing of all invoice documents.
3. Payroll & Expense Management
- Download payroll files and store them securely in SharePoint.
- Input payroll and expense data into Xero, reconciling payments accordingly.
- Assist with processing salary payments via CREDEC.
- Make required HMRC payments within set deadlines.
4. Invoicing & Revenue Collection
- Raise and issue invoices for NPQ service fees and milestone payments to the Department for Education (DfE).
- Raise and issue invoices for KALE Conference based on booking records.
- Raise and issue invoices for NPQ non-funded participants.
- Raise and issue invoices as appropriate for all other course fees.
- Deposit received cheques into the bank and record transactions in Xero

Person Specification
Essential Qualifications & Experience:
- Experience in financial administration, preferably within an educational or business setting.
- Proficiency in financial software such as Xero.
- Knowledge of payroll and HMRC payment processes.
- Strong attention to detail and organisational skills.
- Experience assisting with invoices, payments, and reconciliation processes.
Desirable Skills & Attributes:
- Experience using SharePoint for document management.
- Strong problem-solving skills and ability to work independently.
- Excellent communication and stakeholder management abilities.

This job specification outlines the primary duties and responsibilities of the Finance Assistant. Duties may be adjusted as necessary to align with organisational needs subject to mutual agreement.
