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	Job title: Finance and Facilities Assistant 	
	Status: Permanent

	Team: Central services (COO)
	Reports to: Head of Finance & Procurement

	
	Direct reports: None

	Department: Finance
	Departmental budget holder: No


Position context:
Our purpose: To inspire our family of schools to provide opportunities for our pupils, staff and leaders to be the best they can be; to create a passion for lifelong learning; to enable our pupils to become confident and impactful world citizens. 
Position purpose: This role is responsible for the smooth operation of facilities related finance processes. Ensuring the proper accounting of and posting invoices and supporting the Head of Estates in the financial delivery aspect of maintenance, projects and procurement. The role holder will be responsible for ensuring adherence to the ELAT Finance Policy and tendering processes. In addition, front of house duties for the ELAT Central Services team is part of the role requirement.
Position accountabilities:
	Accountability
	Key activities 

	Strategy
	· Is aware of and understands the ELAT Vison, Mission and Values
· Can clearly describe how Finance and Facilities functions fit into the ELAT family 
· To take administrative part in Trust wide Estates project board meetings. 

	Planning 
	· Uses site stock condition reports to assist the Head of Estates to pre-empt failure of site assets
· Utilises Trust design guide to ensure consistency and cost benefit
· Monitors and reports on budget position monthly and as required
· To assist with the management of reporting and claims procedures for grant awarding bodies are met. 

	Delivery
	· To ensure that financial transactions are processed in accordance with the approved Trust financial regulations and Finance function procedures
· Work with the Head of Finance and Procurement and Head of Estates to accurately record spend against capital grant awards
· Work with Finance colleagues, providing assistance concerning the ordering of goods and supply of services
· Contribute to the ‘value for money’ mind-set ensuring optimum use of financial resources
· Liaise with contractors and suppliers regarding provision of service, access to sites and H&S matters
· Maintain an up to date record of suppliers, contracts and renewal dates
· Advise the Head of Finance and Procurement and Head of Estates of impending contract end dates
· Act as first point of contact for staff, visitors and callers to ELAT House, assisting and directing enquiries as appropriate
· Monitor and maintain the ELAT House environment through weekly check schedule, including consumables
· Provide support and cover within the finance team on financial management, budgeting and PSF system administration
· To act as an ambassador for the Trust, maintaining a high level of customer service at all times

	People Management / Organisational Development 
	· To fully take part in the Trust’s performance management system
· To ensure annual CPD is undertaken


	Information Management and Reporting
	· Produce and maintain accurate and timely information and reports as requested by the Head of Estates and Head of Finance and Procurement
· To use computerised management information systems and/or paper based filing systems to enter, record and retrieve financial data 

	Data Protection
	· All staff have a responsibility under the 2018 (GDPR) Data Protection Act to ensure that their activities comply with the Data Protection Principles. Staff should not disclose personal data outside the Trust’s procedures, or use personal data held on others for their own purposes. Specifically, this role requires a high degree of discretion and confidentiality

	Health and Safety
	· Hold responsibility to avoid action that could threaten the health or safety of themselves, other employees, pupils or members of the public.

	Good Citizenship
	· Holds personal accountability in ensuring continual focus on enhancing the staff and pupil experience through actions, words and behaviour. Our pupils are the most important members of our institution and must be treated as such



Key Stakeholders:
Internal: Central Service Heads, COO and Finance Colleagues.

External: Grant Awarding Agencies, Contractors and Suppliers. 

Knowledge, skill and experience requirements 
Essential:
· Ability to prioritise, plan and organise with meticulous attention to detail 
· Ability to meet challenging deadlines, show initiative and manage time effectively
· Experience of working with financial applications
· Excellent communication and presentation skills
· An interest in the built environment

Desirable: 
· Holds or is working toward accounting qualifications  
· Project management principles experience
· Knowledge of the Education or Charitable sector.

Key behaviours:
· Demonstrate and role model Trust values which are:

· Passion
· Respect
· Inclusion
· Challenge
· Openness
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