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Context statement

Job title: Finance Assistant (Grade 5)

Directorate/Service/Team: Children’s Services / Health, Education and SEND Commissioning / Schools, Finance & Support Team

Organisation structure
Reporting to: Education Finance Officer – Early Years & Schools, Finance & Support Team

Context of work

The role of Finance Assistant is to provide financial and administrative support to the Schools, Finance and Support team. The team’s work involves early education finance, school finance, traded services, governor services, free school meals and the Dorset Schools’ Forum and this role will be supporting all work areas. There will be a variety of activities and priorities may vary according to work pressures.

The team checks and pays Early Education funding for children aged between 9 months up to 4 years old. The team work closely with early years providers and make early education funding payments three times a term. Queries from early years providers are answered either by telephone or email. This post will also provide support for termly and annual tasks: the early years census; web pages; financial statements for providers; audits for disability access funding; termly eligibility code checking and checking early years provider websites to ensure they comply with the Dorset Local Provider Agreement.

The team also works closely with our Local Authority maintained schools in respect of budget setting and budget monitoring. School finance work would involve performing checks on maintained school budgets and forecast of outturn reports, answering queries and keeping the Nexus page with resources for schools up-to-date. Support is also needed in respect of the governor services and traded services, in using our platform Nexus. This will involve answering queries to the Nexus mailbox, invoicing, and arranging training.

This role would also include support for the Dorset Schools’ Forum in respect of meetings and communications.

Travel requirement

This post does not have a significant travel requirement; however, the post holder will be required to travel on occasion for meetings, training, networking events etc. as directed by the Team Manager.

Other information

The ability to converse at ease with customers and provide advice in accurate spoken English is essential for this post. A commitment to exceptional customer care is needed as well as the ability to balance demands with priorities. An eye for detail is required as the role involves working with numbers and dealing with a large volume of transactions. There will be an ongoing need to keep training and skills up-to-date to respond to changing demands nationally and locally.

This role requires a current DBS clearance. The role involves working in the office in County Hall and working from home.
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