
 

 

Finance Assistant Apprentice  -  Job Description 

General Purpose of Job 

Assist the Finance Department in the provision of timely and accurate financial support 
to customers in various parts of the College and Academy Trust Schools. 
 
Carry out daily cashiering procedures and ensure accurate entry onto the Accounting 
System. 
 
Functional Links 

The post holder will liaise with College and School staff, students, Governors, parents, 

carers, professionals, suppliers, customers, volunteers and visitors to maintain the high 

standards of Orchard Hill College and Academy Trust. 

 
Reporting Relationships  

The Finance Assistant will carry out work under the direction and supervision of the 
Finance Officer. 
 
Duties and Responsibilities: 

1. Upload and scan all invoices and send to budget holders for authorisation.  
 

2. Ensure invoices are matched with delivery notes and official orders. 
 

3. Filing of invoices. 
 

4. Carry out inventories audit, tagging of assets, and producing reports. 
 

5. Process Direct Debits and Standing Orders on finance system and excel. 
 

6. Dealing with supplier queries in a professional manner.  
 

7. Reconciliation of supplier statements   
           

8. To undertake routine clerical tasks, including word processing, filing and dealing 
with telephone enquiries and emails, when required. 

 

9. To develop and maintain positive and productive working relationships with 
colleagues and customers. 

 

10. Post petty cash payments accurately onto the finance system within the agreed 
time scales. 

 

11. Be responsible for contacting (telephone, letters, e-mail, faxes) debtors to ensure 
the timely collection of overdue debts in line with the college policy 

 



 

 

12. Update records (computerised and manual) with details of telephone calls and 
other communication 

 

13. Ensure VAT is properly accounted for on petty cash expenditure. 
 

14. Reconcile the petty cash accurately and according to agreed deadlines. 
 

15. To work both as part of a team  
 
Other duties: 
 

16. To maintain information in a confidential manner 
 

17. To maintain accurate accounting records in the performance of duties 
 

18. To demonstrate a commitment to safeguarding children and vulnerable  adults 
 

19. To carry out all duties in accordance with College and School policies and all other 
London Borough of Sutton and Group policies and procedures. 

 

20. To carry out other such similar duties that may be reasonably required by the 
Finance Officer 

 

 


