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BUSINESS AND RESOURCES 
JOB DESCRIPTION

POST TITLE:

Senior Finance Assistant
GRADE:


Band 5
RESPONSIBLE TO:
Strategic Finance Manager/Senior Finance Advisor
Overall Objectives of the Post:

To assist in the management of the financial affairs of the Council, South Tyneside Homes (STH) and schools.  To ensure the integrity of financial systems and to work within service level agreements for schools.

Key Tasks of the Post:

1. To deliver financial services to the Council, STH and schools.  You will:

· Assist in the supervision of the work to schools in accordance with a Service Level Agreement.
· Assist in the preparation of the multi-year budgets.
· Assist in providing financial advice and support to budget holders, Head Teachers and school-based finance staff.
· Visit schools to provide advice and training on the use of the Management Information System.
· Prepare financial analysis of expenditure and income for the Finance Officers.
· Support and advise schools to achieve and maintain the Schools Financial Value Standard.
2. To assist in maintenance of financial systems and records.  You will:

· Reconcile financial systems ensuring the accuracy of financial records.

· Support the proper accounting for costs incurred.

· Assist in the documentation of financial systems and controls.

· Assist implementation of recommendations for improved financial control and efficiency.

3. To assist in the monitoring of budgets and other plans.  You will:

· Support and maintain systems to accurately project income and expenditure against budgets. 

· Provide assistance to Head Teachers and budget holders as required. 

· Provide financial and statistical information to support management decision making.

· Ensure friendly, courteous and effective communications and assist in promoting excellent financial practice amongst schools, staff, members and partners.
4. You will be responsible for making a corporate contribution.  You will:

· Understand the Council’s priorities and how your role contributes to them.

· Be a willing member of corporate teams tackling cross-cutting issues and help others in the organisation fulfil their own corporate contribution.

All employees have a responsibility to undertake training and development as required.  They also have a responsibility to assist, where appropriate and necessary, with the training and development of fellow employees.

All employees have a responsibility of care for their own and others’ health and safety.

The above list is not exhaustive and other duties may be attached to the post from time to time.  Variation may also occur to the duties and responsibilities without changing the general character of the post.
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