SPRINGHILL CATHOLIC PRIMARY SCHOOL

We strive to achieve excellence in all that we do as we follow the Gospel values of Jesus Christ.
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Together, we will do our best for Jesus.
ENGLISH HUB – FINANCE ASSISTANT


This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment


JOB DESCRIPTION: English Hub – Finance Assistant

MAIN PURPOSE OF THE JOB

To provide high-quality administrative, financial, and data management support to Springhill English Hub. The postholder will play a key role in maintaining accurate financial records and supporting the effective delivery and reporting of English Hub programmes in line with DfE requirements.

Duties and responsibilities
Finance & Funding Administration 
· Support the administration and monitoring of English Hub funding, including funding application sand intensive support funding
· Process and track purchase orders and credit card purchases.
· Track, check and process invoices from supported schools and, where necessary, chase outstanding invoices.
· Maintain accurate financial records and audit trails for all English Hub-related expenditure
· Track funding allocations and spending using Excel spreadsheets and financial systems
· Assist in preparing weekly, monthly, termly and annual financial reports for internal use and DfE compliance for two English Hub projects
· Assist with the preparation for the year end audit process and be in school to work with the auditors on the days of the audits. During last two weeks in August you will be expected to work at least 5 days to support this process.
· Reconcile records and highlight discrepancies or issues proactively and in a timely manner to the English Hub Finance Manager and the English Hub Lead
Data Management 
· Support the maintenance of the English Hub database and be willing to learn how to use  Microsoft Lists 
· Use Excel confidently for data tracking, analysis, and reporting (e.g. formulas, filters, pivot tables where appropriate)
· Ensure all data is accurate, up to date, and audit-ready
· Produce regular reports on Hub finance to support decision-making and DfE submissions
· Ensure GDPR compliance and secure handling of sensitive information
English Hub Programme Support
· Support delivery of programmes including audits, intensive support, and medium level training events
· Update records of school funding offers
· Coordinating with schools for funding requests
Training 
· Manage payments for bookings, facilitators and attendance tracking
· Liaise with partner schools and external stakeholders
Communication & Stakeholder Engagement
· Act as a main point of contact for English Hub finance enquiries
· Manage the English Hub email inbox, responding professionally and efficiently
· Support the English Hub leadership team with communications to stakeholders regarding funding 
· Maintain accurate and organised finance records in line with account systems in place
Compliance & General Administration
· Maintain clear, organised documentation to support annual financial audits and routine financial inspection
· Ensure compliance with GDPR, safeguarding, and Springhill School policies
· Provide general admin support to the English Hub team
· Undertake other reasonable duties as required
Professional development
· Take opportunities to build the appropriate skills, qualifications, and/or experience needed for the role, with support from the school 
· Take part in the school’s appraisal procedures

Safeguarding 
This school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.
· Work in line with statutory safeguarding guidance (e.g. Keeping Children Safe in Education, Prevent) and our safeguarding and child protection policies 
· Promote the safeguarding of all pupils in the school
· Abide by the staff code of conduct


· Please note, this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role.













Person Specification – Finance Support Assistant 
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	
	Essential
	Desirable

	Qualifications & Training
	GCSEs (or equivalent) including English and Maths 
Experience in an administrative and/or finance role 
Experience using Microsoft Excel for tracking and reporting data

	Knowledge of financial/admin systems used in schools (e.g. PSF, Sage, SIMS, Arbor, or similar)
Used Excel to manage financial data


	Personal qualities

	Highly organised, methodical, and detail-oriented 
Numerate and confident working with financial information 
Proactive and able to identify and resolve issues independently 
Professional, reliable, and approachable 
Able to manage multiple priorities and meet deadlines 
Strong team player with a flexible approach
	

	Knowledge understanding and skills
	High level of proficiency in Excel (e.g. spreadsheets, formulas, data organisation, basic analysis) 
Strong database management and data entry skills with excellent accuracy 
Experience of financial administration (e.g. invoices, budgets, tracking spend) 
Excellent organisational skills and attention to detail 
Ability to interpret and present data clearly 
Strong written and verbal communication skills 
Understanding of GDPR and data confidentiality

	Experience working in a school, MAT, or English Hub
Understanding of DfE English Hub programme requirements 
Experience supporting audits or compliance processes
Purchase ledger / basic bookkeeping experience
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