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Job Description

Job Title: Finance Admin Assistant

Responsible To: Financial Controller

Main Purpose: To support the finance department with purchase ledger and other transactional
processes.

Purchase Ledger

To support purchase ledger within the finance department including:

o To ensure all invoices are correctly calculated, approved in line with the
procurement policy and coded accurately.

o Investigate and resolve (including liaising with suppliers if applicable) any purchase
ledger queries.

o To ensure supplier bank details are accurate and ensure appropriate checks are
undertaken for new suppliers.

o Keep supplier details up to date with any changes.

o Review the appropriateness of transactions and challenge transactions where
required.

Recharges/Billing

To provide ad-hoc support with the billing and recharge process including:
o Support with any onboarding or ongoing processes with regards to billing.
o Support with the processing of recharges onto the billing ledger for inclusion in pupil
bills.
o Assist staff with any queries regarding recharges.

Other duties

Provide general support with financial and administrative tasks across the department,
including processing routine transactions, maintaining accurate records, supporting
colleagues with day-to-day finance activities, and assisting with wider departmental priorities
as required.

Prepare balance sheet reconciliations for certain accounts, investigating variances where
required.

To undertake ad-hoc tasks as required from time to time to assist in the general running of
the finance team.

To carry out the responsibilities of the post with due regard to the School’s policies and to
treat colleagues and other stakeholders with respect and dignity at all times.



Health and Safety:

All staff should be aware of the school’s health and safety policy and implement it as appropriate.

Safeguarding:

All staff employed by Sedbergh School are expected to take responsibility for promoting and
safeguarding the welfare of children and young persons for whom they are responsible or with whom
they come into contact.

These roles and responsibilities provide a framework for the role and should not be regarded as a
definitive list. Other reasonable duties may be required consistent with the level of this post.

Sedbergh School is committed to safeguarding & protecting the welfare of children. Applicants must be
willing to undergo child protection screening appropriate to the post, including checks with past
employers and the Disclosure and Barring Service.
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