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	Trust Name:
	Genesis Education Trust

	Job Title:
	Finance Administrator

	Reports To:
	Chief Operation Officer

	Role Summary:
To provide confidential Financial administration support to the Chief Operations Officer who has overall responsibility in terms of Finance and operations for the Trust.  

You will provide effective and efficient support for a number of areas which may include- Pensions, Payroll, bank reconciliation procurement, income receipt, invoicing and VAT processing, credit control and claims procedures. 

You will ensure all financial functions are processed within agreed school financial policy and procedures. 



	Main Duties and responsibilities:


1. To be responsible for the effective operation of the payroll systems 
2. To be responsible for the effective operation of the Teacher and LG pension schemes 
3. Take responsibility for monthly reconciliation of the Dinner Accounts and Parentpay
4. Obtain quotes for purchases in accordance with the Trust’s financial handbook
5. To process all orders and invoices ensuring that the Trust complies with the authorisation levels as described in the Trusts financial procedures.
6. To deal with queries relating to payment and deliveries.
7. To account for VAT and submit claims to HMRC for refunds of VAT back to the Trust.
8. To Check invoices and expenditure items for accuracy including amount and frequency so as to safeguard against errors.
9. To raise cheques and BACS transfers for approved payments to suppliers, ensuring that all payments are properly authorised and approved.
10. To process all debit card statements and input transactions onto PS Financials.
11. To undertake relevant training in order to process transactions using the PS financials software. 
12. To input monthly payroll and deal with any enquiries and submit new starters, leavers and variations as provided by HR Manager.
13. To attend relevant training courses as and when required and be aware of future developments regarding the Academy status and financial implications and accounting requirements.
14. To work closely and in confidence with the COO to ensure that the Trust meets statutory requirements.
15. To undertake other duties as required by the CEO, COO and SLT members



	General Information

	Equality of Opportunity
	· As a member Trust staff to take individual and collective professional responsibility for reinforcing and promoting a working environment free from discrimination, victimisation, harassment and bullying. 
· Ensure the development and progression of equality within the sphere of responsibility of this post and the fair and equal treatment of all colleagues, children, parents and visitors. 

	Confidentiality and Data Protection
	· To treat all information acquired through employment, both formally and informally, in strict confidence. 
· To be aware of the Trust's responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all processes comply with this.

	To contribute as an effective and collaborative member of the Trust team
	· Any other duties as reasonably required by any manager of the Trust. 
· Participating in the ongoing development, implementation and monitoring of the business plans. 
· Attend regular meetings as required and make a positive contribution during meetings.

	Child Protection
	· Being aware of and complying with policies and procedures relating to child protection reporting all concerns to an appropriate person. 

	Key Skills and Competencies:

· Previous experience of working in an office Finance administration role.
· Good ICT skills.
· Experience of processing invoices.
· Excellent written and oral skills.
· Ability to communicate effectively and, when required, confidentially with persons at all levels. 
· Ability to work pro-actively both using your own initiative and as part of a team.
· Ability to organise one’s own tasks with minimum supervision. 
· Excellent numeracy/literacy skills.
· Work constructively as part of a team, understanding Trust roles and responsibilities and your own position within these.
· Excellent communication skills both face to face and on the telephone.
· Accuracy and attention to detail.
· Ability to work under pressure.
· Ability to self-evaluate learning needs and actively seek learning opportunities.
· Confidentiality of information.
· Ability to handle difficult situations with authority and sensitivity.






