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Job Description 
Job Title:

Junior Accounts Assistant


Department:

Finance


Accountable to:
Financial Controller


Responsible for:
No direct reports
Purpose of the job:

To work as part of a team to maintain and reconcile the Purchase Ledger by processing invoices in line with the authorisation procedures and payment terms.  To maintain and reconcile the Sales ledger (excluding fee billing), Bank Accounts, Credit Cards, Petty Cash and Cash transaction.

The role supports the Stowe Group, which comprises the Junior and Senior Schools, Stowe Enterprises and Stowe House.

 To ensure a customer orientated service in an efficient, flexible and professional manner.  
Context:

Stowe School occupies Stowe House and about 200 acres of the Stowe estate, and is located in Stowe’s world famous landscape gardens set in 880 acres. Stowe School is an independent co-educational boarding School with approximately 850 pupils. There are around 500 full and part-time staff with 80 staff and their families living on site. The National Trust manages the landscape gardens and opens the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and, for guided tours, during term time.

Stowe School is committed to safeguarding and promoting the welfare of children and expects all staff to share in this commitment.

Values and Behaviours:

The post-holder is expected to act professionally at all times and in accordance with the standards of behaviour and code of conduct outlined in the staff handbook and below.  In particular, we aspire to the following standards for the Stowe community. 

The Stowe Community is committed to working together to achieve Stowe’s aims and objectives. It is a Christian community that aspires to excellence through working efficiently whilst being responsive to change, adding value where possible and using resources wisely. We collaborate to work both as individuals and as members of a team, communicating and consulting often and openly to the highest standards. We act with integrity and treat each other considerately, valuing diversity and rejecting discrimination. We operate within the appropriate laws and regulations.  We are accountable to each other and to our pupils, parents, governors, trustees and visitors. The Stowe Community is both environmentally and socially responsible, recognising the importance of an appropriate work/life balance. 
Key Responsibilities and Accountabilities:

· With support ensuring all invoices and credit notes are authorised (in line with financial policies) and processed onto the Payable Ledger system accurately and within a timely manner for payment.

· With support ensuring Sales Invoices, Bank and Cash transactions are processed and reconciled with the deadlines specified. 
· With support ensuring that accurate accounting and VAT treatment has been applied to all transactions
Key Tasks:
Purchase Ledger (with support):
1 Responsible for ensuring all invoices and credit notes are authorised and meet the internal financial policies requirements ie Purchase Order authorisation by managers and Finance over a certain value.
2 Responsible for ensuring that accurate accounting and VAT treatment has been applied to all invoices and credit notes with the correct year and periods.
3 Responsible for running and reconciling payment runs each week, within the deadlines and authorisation levels specified.  
4 Responsible for ensuring authorised direct debit invoices and payments are recorded, and then matched on the Purchase Ledger in the correct periods.

5 Ensure at all times the Purchase Ledger equals the control accounts, any old credit balances and debit balances are reviewed and action taken.  Manual allocation of direct debits and manual payments.
6 Complete new suppliers credit applications, review terms and conditions for payment terms, before presenting to the Managers for authorisation.

7 Create new supplier accounts with all the necessary information, including bank account details, which are verified by someone other than the creater before making a payment.
8 Reviewing the Purchase Orders regularly for goods received but no invoice and invoices not authorised and taking action by communicating to budget holders and escalating if needed.
9 To support suppliers and budget holders with any training/queries that might arise in a timely manner.

10 To reconcile supplier statements with Purchase Ledger records and action any invoices not accounted for etc.
11 To verify nominal codes in conjunction with Accounts Assistant (Pupil Billing) and Finance Assistant (Fees Ledger) to ensure accurate and timely recharging to pupil expenditure.
12 To present to the Financial Accountant the statistics needed to complete the purchasing survey, every six months.
Sales Ledger (with support):

13 To maintain the Sales Ledger by processing invoices as requested.
14 Responsible for ensuring that accurate accounting and VAT treatment has been applied to all invoices and credit notes with the correct year and periods.

15 Ensure at all times the Sales Ledger equals the control accounts.
Bank Accounts and Cash Transactions (with support):

1.1 Uploading and reconciling the Cashbooks to ensure completeness and accuracy at all times.  
1.2 Count, process and bank cash and cheques.  Preparing manual payments online for authorisation and communicating with the bank as required.

1.3 Maintenance of petty cash accounts, house pocket money accounts, credit cards, standing orders and direct debits.
1.4 Monitoring and reconciliation of pupil trip accounts and escalate any under or over spend to the Financial Accountant for further action.

1.5 Reporting to Stakeholders information they may require regarding collections, trips and charity collections.
Other:
16 To refresh academic and support department budgets on a monthly basis to ensure that budget holders have up to date spend vs budget. 
17 Roll forward the academic and support department budgets in early Summer for the next financial year and update both years in September to November.
18 Supporting and covering the Accounts Assistant roles in times of need and absence.
19 Verifying the direct debit information provided by parents in the accounting system for the Finance Assistant (Fees and Credit Control).
20 Other ad hoc duties as required by the Finance team.

21 To ensure adherence to Health and Safety legislation that affects the post holder.

22 To ensure adherence to statutory Health and Safety and Data Protection Legislation at all times.

This job description reflects the present requirements of the post and as duties and responsibilities change/develop, the job description will be reviewed and be subject to amendment in consultation with the post holder.
Date agreed:   
Person Specification

The selection of candidates for short-listing will be based on this specification and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	●   General level of education with a degree of numeracy/ literacy
	

	Specialist Skills & Experience
	
	· Basic IT skills (Word, Excel and Internet)

	Personal Qualities
	· Good organisational and time management skills

· Able to work under pressure and to deadlines

· Good interpersonal skills

· Capable of taking responsibility for own work 
· Ability to work as part of a team
· Eye for detail
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