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JOB DESCRIPTION 
 
 
Post Title:   Finance Assistant & Bookkeeper 
   40 hours per week 
 
Responsible to: Head of Finance 
 
 
Job purpose: 
 
To ensure the smooth running of ordering and payments across the School and 
Foundation on a day-to-day basis. Responsibility is taken for the timely production of 
financial information and the integrity of the accounting records. Building good 
relationships with colleagues across all departments through regular communication 
is key to creating efficient processes. 
 
Whilst everyone in the Finance team has a main role, it is a relatively small team, and 
it is important that team members can support each other through busy periods or 
periods of absence. We encourage learning and development across all areas of the 
Finance Department. 
 
We are in the process of upgrading our finance system. Knowledge of Sage 200, SIMS 
and Wisepay would be helpful but not essential. 
 
 
Key Responsibilities: 
 

• Full purchase ledger management for the School and Foundation: coding 
supplier invoices and credit notes, processing staff expense claims, setting up 
new supplier accounts, maintaining sufficient records and audit trail of 
approvals 

• Raising purchase orders and placing orders with suppliers for School supplies 

• Reconciliation of purchase ledger accounts and supplier statements 

• Reconciliation of credit card statements to authorised purchases 

• Full payments management: set up of online payments and liaising with 
signatories to ensure timely release, arranging credit card payments, preparing 
cheques 

• Financial management of School trips: setting up on Wisepay, taking payments 
in cash and over the phone, allocating invoices to trips, liaising with trip leaders 

• Supporting financial management of residential trips (shared responsibilities 
with colleagues) 



• Cover support for credit control: answering phones, taking card payments, 
dealing with parent queries, chasing outstanding accounts, banking and cash 
allocation 

• Assisting with month-end tasks and delivery of reports, including bank 
reconciliations 

• Assisting with annual statutory audit 

• Any other duties as required by the Finance Department 

• To be aware of and comply with policies and procedures relating to child 
protection, health, safety and security and confidentiality, reporting all concerns 
to an appropriate person; 

• To contribute to the overall ethos and aims of the School 

 
 
 
Ideal Candidate: 
 
We are looking for an individual with the flexibility to support our busy Finance office 
across both the School and charitable Foundation, working both on their own initiative 
and as part of a team. It is essential that the successful candidate will have proven 
experience working in a bookkeeping role, strong organisational skills and a keen 
ability to prioritise. You will have excellent interpersonal and communication skills and 
a confident telephone manner to ensure quality of service. Experience in the education 
sector is desirable but not essential. Good MS Excel skills is a must. 
 
The Royal Alexandra and Albert School is committed to safeguarding and promoting 
the welfare of children and applicants must be willing to undergo child protection 
screening appropriate to the post if successful, including an Enhanced DBS check. 
Staff must be aware of and comply with policies and procedures relating to child 
protection, health and safety regulations, security and confidentiality, reporting all 
concerns as appropriate. This post is exempt from the Rehabilitation of Offenders Act 
1974 and the amendments to the Exceptions Order 1975, 2013 and 2020. 
 


