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	Job Title:
	Assistant Finance Partner


	Job Grade:
	Band 5


	Reports To:
	Management Accountant


	Direct Reports:
	N/A


	Clearance Required:
	Enhanced DBS


	Key Stakeholders:
	All levels of management, Finance Team, employees, external agencies, and partners




Job Purpose

The Assistant Finance Partner plays a key role in supporting the Finance Team to deliver a high-quality financial service across the Education Village Academy Trust (EVAT).

The role contributes to the wider work of the central finance function by maintaining accurate financial records and assisting Finance Partners with workforce‑related financial planning and forecasting.

This position is vital in maintaining strong financial controls, ensuring compliance with Trust policies ad statutory requirements, and providing an efficient, reliable service to both schools and central teams.

Key Responsibilities and Accountabilities

You will be required to work collaboratively to meet the expected outcomes of this key role:

	Purchase Ledger and Expenditure Processing

	1.
	Assist in reviewing purchase order requisitions and invoices submitted by schools to the purchase ledger.

	2.
	Process and reconcile invoices, including split-site invoices, ensuring accuracy and timely posting.

	Sales Ledger and Income

	3.
	Prepare and issue sales invoices and support the monitoring of outstanding payments.

	Month-End and Financial Controls

	4.
	Support the preparation of month-end adjustments such as accruals and prepayments.

	5.
	Assist with routine financial reconciliations across the Trust.

	6.
	Help maintain accurate financial records to ensure strong financial control and robust compliance.

	Contracts and Systems

	7.
	Maintain the register of contracts, subscriptions, licenses, and maintenance agreements.

	8.
	Provide support and guidance to schools on the Trust’s ordering and finance systems.

	Audit, Reporting and Compliance

	9.
	Support internal and external audit requests by preparing documentation and evidence as required

	10.
	Respond to finance-related queries from schools and external partners.

	11.
	Keep up to date with relevant financial policy developments, Trust policies, and regulatory requirements.

	General Finance Administration

	12.
	Complete administrative tasks associated with financial processes.

	13.
	Contribute positively to the Finance Team’s delivery of an excellent service across the Trust.

	14.
	Participate in project work supporting the implementation of the Trust’s strategic and financial objectives.

	15.
	Undertake continuous professional development, performance reviews, and relevant training.

	16.
	Carry out any other duties within the scope of the role and grade, as directed by the CFO



This Job Description is not definitive and outlines key accountabilities – colleagues are expected to be flexible regarding their accountabilities and will from time to time be asked to carry out other duties to ensure achievement of organisational goals.









Person Specification

	Qualifications
	Essential or Desirable

	GCSE grades 4-9 (or equivalent) in Maths and English

	E

	Knowledge / Experience
	Essential or Desirable

	Ability to monitor and evaluate financial information

	E

	Awareness of child protection / safeguarding issues

	E

	Working knowledge and experience of working within the education or public sector
	D

	Experience of working with senior leaders or external stakeholders

	D

	Experience of working on projects or activities to deliver service improvements
	D

	Skills
	Essential or Desirable

	Strong analytical and numeracy skills with excellent attention to detail
	E

	Clear and confident communication skills (written and verbal)
	E


	Proficiency in Microsoft Office, particularly Excel

	E

	Ability to work both independently and collaboratively
	E


	Strong organisational and prioritisation skills

	E

	Ability to work under pressure and meet deadlines

	E
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