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	Post Details
	

	School/setting:
	Twynham Learning Core Services

	 Post type:
	Support Staff

	Grade/Pay Level: 
	Grade 6

	Responsible to:
	Trust Finance Manager



	Main Purpose

	 To provide high-quality operational finance support across multiple budget areas within Twynham Learning Multi Academy Trust.  



	[bookmark: _Hlk100068636]Duties and Responsibilities

	· Ensure all funding and other income is correctly coded and posted onto the accounting system in a timely manner.
· Posting all parental income onto the accounting system using reports from our Management Information Systems.
· Using and maintaining excel spreadsheets.
· Raising sales invoices accurately and in a timely manner.
· Monitoring aged receivables and sending statements where required.
· Liaising with school teams and external stakeholders to resolve any queries.
· Managing group email inboxes and responding to queries.




	Safeguarding Duties and Responsibilities

	· Promoting and safeguarding the welfare of children and young people in accordance with the school’s Safeguarding and Child Protection policies. 



	Other Duties

	All Twynham Learning staff may periodically be expected to carry out tasks and duties within their area of competence that are not listed herein, as directed, to meet the needs of the trust. The particular duties and responsibilities may vary from time to time.



	Twynham Learning Attributes for all Staff

	· Ambition for excellence
· Professionalism
· Humility
· Championing change
	· Inclusiveness 
· Positivity
· Community-mindedness
· Being collaborative



	Qualifications, Knowledge, Skills and Attributes Required

	Essential:
· Proficient with Microsoft Excel and other Microsoft Office software
· Demonstrate excellent attention to detail and a methodical approach, ensuring work is completed accurately, consistently, and to a high standard
· Excellent interpersonal skills to interact with all levels of staff across the Trust on a regular basis
· Self-starter with ability to identify opportunities for improvement


Desirable:
·  Previous accounting experience
·  Knowledge of school-based systems and / or accounting platforms



	Notes

	· This job description may be amended at any time in consultation with the postholder.
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	Glossary

	· Explanations of any abbreviations or jargon contained in this job description can be found in our Twynham Learning Glossary.
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