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Finance Assistant at More House School    

Permanent, non-residential, full time position ideally commencing January 22 

To assist in the accurate recording of the School’s finances which will include purchase ledger, fee billing and recharges, 
procurement, credit control, receiving payments over the phone and posting to accounts along with daily bank receipts. 
reconciliations as required. This list is not exhaustive. 

www.morehouseschool.co.uk 

The School: 

http://www.morehouseschool.co.uk/
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About this post: 

The Finance Office comprises the Finance Manager and two Finance Assistants. The successful applicant will be 
comfortable multi-tasking, have a diligent work ethic, attention to detail and a flexible approach to the tasks required. We 
are seeking a good proactive team player with a happy and flexible disposition and a caring and patient attitude when 
dealing with colleagues, parents, and external organisations. 
 
The main duties of the Finance Office are: 

 

 Processing Purchase Ledger 

 Production of termly Fee invoices 

 Setting up Direct Debit schedules 

 Liaising with Local Education Authorities and Parents.  

 Credit Control 

 Maintenance of the Assets Register 

 Data input to Sage accounting software 

 Monthly reconciliations of bank accounts, cash, credit card statements, control accounts 

 The creation of financial management reports  
 

The list of duties above is not exhaustive, and you may be asked to carry out other reasonable duties which are part of, 

and incidental to, this type of work.  

Relationships: 

• The post holder will be responsible to the Finance Manager and ultimately the Bursar for the efficient financial 

administration of the School and the keeping of appropriate records, and the performance of other duties as agreed 

with the Finance Manager/ Bursar. 

• The successful applicant must interact effectively on a professional level with colleagues and seek to establish and 

maintain productive relationships with all. 

Person Specification: 
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Hours: 

Remuneration and benefits: 

Safeguarding:  

To Apply: 

 

Please note that we reserve the right to close the vacancy early in light of a large response. 

http://www.morehouseschool.co.uk/vacancies
mailto:hr@morehouseschool.co.uk

