LANCASTER ROYAL GRAMMAR SCHOOL

JOB DESCRIPTION
	POST TITLE
	Accounts Assistant


	GRADE
	Grade 4


	RESPONSIBLE TO
	Accounts Manager


	JOB PURPOSE:
To assistant the Accounts Manager in the efficient running of the Accounts Department

	MAIN ACCOUNTABILITIES:
· To maintain the schools’ computerised purchase ledger, including the inputting of new supplier accounts, inputting and authorisation of invoices, agreeing invoices to purchase orders and reconfirming bank account details with suppliers.
· The reconciliation of supplier accounts
· To liaise with utility suppliers regarding queries on accounts
· To process payments generated using the schools’ credit card

· To communicate with parents / teaching staff / outside bodies either written or verbally about any issues arising
· Any other duties as specified by the accounts manager to ensure the efficient running of the accounts department




LANCASTER ROYAL GRAMMAR SCHOOL

PERSON SPECIFICATION
	Post title: Accounts Assistant
	Grade: 4


	Requirements

(Based on the Job Description)
	Essential (E)  
	Desirable (D)
	Assessed via: application form (AF), Interview (I), Reference (R)

	Qualifications:

GCSE English or Maths at Grade C or above (or equivalent)
	X


	
	AF



	Knowledge, Skills and Experience:

Experience of operating computerised accounts ledgers
Experience of using Sage 200

Experience of double entry book keeping

Excellent written and verbal communication skills

Excellent numeracy and literacy skills with an ability to keep accurate records

Experience of using Microsoft Office applications

Ability to organise and manage a demanding and varied workload
Ability to work under pressure, prioritise and produce results within deadlines
Commitment to safeguarding and protecting the welfare of children & young people
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X
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X
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	Behaviours and Values:

Flexible, approachable and able to work as part of the whole school team whilst also able to work on own initiative
Ability to maintain strict confidentiality at all times

Adaptable and flexible to meet changing work priorities

Committed to the development and ethos of the school
Commitment to undertake in-service development and training
	X

X
X

X
X
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The school is committed to safeguarding and protecting the welfare of children and young people and expects all staff and volunteers to share this commitment. 


