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JOB PROFILE
Job title:   		Finance Services Assistant
Grade:			Band 4
Accountable to: 	Finance Services Manager
Responsible for:  	N/A

Purpose of the role

· As part of the Finance Services Team and managed by the Finance Services 
Manager, Finance Services Assistants are responsible for ensuring that all financial transactions in relation to Income, Purchasing and Banking are correctly processed and maintained within the finance system for Nottingham College.    

· To provide financial information and support to students, customers, suppliers and members of College staff.  A commitment to customer service and excellent communication skills are required. 

· To follow the Nottingham College Financial Regulations, Procurement Strategy Policy and all other policies published on the Finance SharePoint site.

· Show a commitment to understanding how the role fits into the Finance Team and wider college environment.  

· To work with the Finance Development Manager on continuous process improvements and implementations, identifying and raising issues as they develop.

· To work collaboratively within the Finance Services Team undertaking necessary tasks to ensure all deadlines are met as requested by the Finance Services Manager and Head of Finance.  If they are made aware of a potential resource demand, they will make the Finance Services Manager aware in good time to allow for appropriate planning.

Duties and responsibilities

  Purchasing

1. Managing the day to day requisition and purchasing processes in accordance with Financial Regulations, ensuring that all Invoices/Credit Notes received have been checked, approved and entered onto the finance system in an accurate and timely manner.

2. To support the procurement procedures of the College by ensuring that purchase orders have been raised correctly and authorised by a designated budget holder through the Colleges Finance System flagging IR35 issues to the Finance Services Manager.

3. Maintenance of purchase ledger accounts ensuring they are up to date and reconciled to supplier statements, proactively investigating any discrepancies and resolved in a timely manner, escalating where necessary.

4. Liaise with suppliers and budget holders ensuring that if any queries arise that issues are fully resolved between supplier’s invoices, orders and receipts.

5. Manage, run and check the payment runs in accordance with agreed procedures, monitoring & reporting on payment terms.  Identify and rectify the issues when a payment run fails.

6. Maintenance of supplier details within the finance system and adding of new suppliers following instruction from the Procurement Manager.

7. Process credit card transactions for approved purchases and travel arrangements, completing credit reconciliation within timeline and deadline set.

8. Prepare and deliver training on correctly using the Purchase Order system to college staff, communicating the pitfalls and the regulations to staff of all levels.

Cash and Banking

9. To process and reconcile all cash, cheque and credit cards payments received by the college daily, ensuring that all payments have been properly accounted for at source and analysing any variances to report to the Finance Services Manager.

10. To process all banking transactions, import bank transactions and complete reconciliation of bank accounts to ledger accounts on a daily basis. Complete month end acceptance of the bank reconciliation for finalisation by the Finance Services Manager.

11. To prepare and process the online banking payments and intercompany transfers as required and authorised.

12. Order cash collection bags for banking and change as required.

13. Administer and issue requests for petty cash, ensuring top-up when necessary and reconcile the balances on a monthly basis in line with procedures reporting any non-compliance to the Finance Services Manager immediately.

14. Assist the Finance Services Manager in preparation of the bank reconciliations.

Income

15. To administer income processes including:
a. Raising invoices for fees and other income and credit notes in accordance with finance procedures. Processing invoices and credit notes on the accounting system in addition to updating the student system;
b. Setting up instalment plans and monitoring for any rejections, with appropriate remedial actions;
c. Processing cash receipts and maintaining the sales ledger on the accounting system;
d. Performing credit control according to finance procedures;
e. Work closely with enrolment staff to ensure consistency of MIS and finance systems, highlighting issues for MIS to resolve if they are imported into the finance system. Deal with telephone queries or other ad hoc requests from students, other customers, or internal stake holders, ensuring that department service level targets are met

16. Ensure the maintenance of debtor accounts across the College, explaining the details to customers and colleagues across the College to ensure any issues/queries are resolved in a timely manner.

17. All aspect of credit control in line with the set debt collection procedures covering the issue of statements, reminder letters, setting up standing orders, monitoring payment plans and transfers to debt collection agencies and maintenance of accounts.  Careful balancing of understanding with firmness while communicating with financially challenged customers.

18. Support the enrolment process and provide onsite support to student data when requested by the Finance Services Manager or Head of Finance.

19. Ensure appropriate pricing is applied to non-standard fee invoicing liaising with Student Records to confirm correct price charged to customers.

20. Meet regularly with the Apprenticeships team regarding spend and issues with the levy and non levy apprentices, develop the tracker to enable accurate recording, cross team visibility and resolution of issues and inform timely invoicing.  Support the development, including testing, of the incoming replacement system.

21. Prepare the weekly database update for the public facing online sales portal, particularly the educational visits payment section.  Accuracy is essential as the data must conform to the import rules for the finance system.  Liaise with Student Services and other relevant staff weekly to maintain current knowledge of counter and online income needs and related ledger codes.

22. Build and maintain a knowledge of external funding sources and use the college systems to process and monitor funding receipts in relation to these ie ESFA, OfS funding and grants.

23. Assist in the invoicing of Framework Contracts & Tenders through checking/reconciling and proactively investigating differences through to resolution.

General Financial Duties

24. Complete allocated Balance Sheet Reconciliations within the deadlines set ensuring any unreconciled items or issues are resolved in a timely manner.

25. To work co-operatively within the team undertaking necessary tasks across Finance Services to ensure deadlines are met as requested by the Finance Services Manager or Head of Finance and suggesting improvements of those tasks.

26. Plan, organise and manage own workload to ensure your contribution to the Colleges financial reporting process is achieved in a timely and accurate manner.  Proactively identify and communicate to management peaks in workflow that could impact on completing tasks.

27. Provide site cover as required across campuses and assist in other areas of the College at peak periods such as enrolment.

28. Advise customers on the relevance of the Financial Regulations and procedures relating to their supply.

29. Maintain all necessary documentation for a full audit trail and to comply with the requirements of the relevant agencies.

30. Develop and maintain process manuals for all duties performed and use them to assist in training of other Finance Assistants.

31. To respond appropriately to all requests into the team mailboxes in a timely manner, challenging non compliance and advising of the correct process.

32. Propose process improvements as they become apparent with day to day use of the new Finance system and Capita products.

33. Any other relevant tasks as requested by the Finance Services Manager or Head of Finance


General Duties and Responsibilities 

· To contribute to the strategic direction and operational effectiveness of the College 
· Ensure the responsibilities of the post are carried out in a way that reflects the standards, vision and values of the college
· Deliver on key performance indicators across the College, aiming to deliver continuous improvement 
· Promote the College with employers, sector bodies, schools and the local community, developing effective partnerships with employers, the funding agencies and other representative bodies
· To proactively promote Safeguarding practice, EDI, Health and Safety and the well-being of all our students and staff 
· To complete and remain up to date with Mandatory Training
· To participate in the College Professional Development and Review (PDR) Scheme  

NOTE

This job profile provides an overview of the principle duties and responsibilities of the role. It is not intended to be exhaustive. It is anticipated that the content of jobs will change over time whilst remaining within the broad remit of the role.

This job profile does not form part of your contract of employment.

















PERSON SPECIFICATION

	Role:  Finance Assistant, Services
	E/D
	A
	I
	T

	Qualifications:  

	1
	Hold a minimum Level 2 qualification in Maths and English
	E
	X
	
	

	2
	Hold or be willing to work towards an AAT or equivalent Financial qualification
	E
	X
	
	

	Experience and Skills:

	3
	Experience of working in a financial environment including Treasury and credit control and experience of working with financial systems
	E
	X
	
	

	4
	Sound knowledge of Financial regulations and their application
	E
	
	X
	X

	5
	Customer focussed with proven experience of providing an efficient and effective customer service which meets the needs of internal and external customers
	E
	X
	X
	

	6
	Effective and efficient decision making skills with excellent communication skills both written and verbal.
	E
	X
	X
	X

	7
	Able to influence others through negotiation and persuasion
	E
	
	X
	

	8
	Experience of using Microsoft Office packages including Word, Excel, Outlook & bespoke financial systems
	E
	X
	
	X

	9
	Demonstrate high levels of accuracy and attention to detail
	E
	
	
	X

	10
	Strong analytical skills with the proven ability to solve problems and formulate solutions
	E
	X
	
	X

	11
	Excellent organisation and prioritisation skills including the ability to manage own workload by delivering several different tasks at once and meeting tight deadlines
	E
	X
	X
	

	Personal Attributes: 

	12
	Ability to build collaborative working relationships across a range of teams within the organisation and with external customers
	E
	X
	X
	

	13
	Ability to work proactively within a team to drive improvements, resulting in a positive customer experience
	E
	X
	X
	

	14
	Proven ability to adapt approach when faced by new situations and challenges
	E
	
	X
	

	15
	Ability to deal with people and situations in a patient, professional and objective manner
	E
	
	X
	

	16
	Flexibility to work at any College site and additional hours when required
	E
	X
	X
	

	17
	Commitment to quality and excellence through evidence of continuing professional development
	E
	X
	X
	

	Equality of Opportunity

	18
	A respectful and inclusive attitude to learners and colleagues.
	E
	X
	
	

	19
	Demonstrate a genuine commitment to uphold and promote equal opportunities and diversity
	E
	X
	X
	

	20
	Demonstrate a knowledge and understanding of Safeguarding / Child Protection issues relevant to the post
	E
	

	X
	



KEY: 

	E
	Essential 

	D
	Desirable

	A
	Assessed by Application Form  

	I
	Assessed by Interview

	T
	Assessed by Test 
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