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Team Fostering – Job Description 
 
	Job Title: 
	Finance Assistant
	JE Reference: 
	JE109

	Base: 
	YEM / NE

	Reports to: 
	Finance Manager
	Grade: 
	N/A

	Service responsibility: 
	Central Services (Finance)
	Salary Band: 
	£25,000 - £28,000

	Additional: 
	Some travel may be required. 
	Hours: 
	37.5hrs 
52 Weeks


 
JOB PURPOSE 

To take responsibility for several key operational finance functions under the guidance of the Finance Manager and Finance Officer. To alleviate pressures on the team as the agency grows by providing cover for time sensitive elements of other departmental roles during periods of staff absence ensuring continuous excellent delivery of financial services.

JOB SUMMARY 

Main Duties and responsibilities

Day to day operation of:
· All purchase ledger transactions including suppliers, sessional worker claims, foster carer and staff expense claims, claims on charitable funds
· Staff payroll calculations and inputs
· Staff pension scheme administration
· All accounting system entries and bank payments related to the above
· Resolve and respond to all queries in relation to the above
Support the Finance Officer with:
· Foster carer payment calculations and inputs
· Credit Card analysis and posting
· Debit Card and petty cash analysis and posting 



GENERAL RESPONSIBILITIES

Safeguarding Children and Young People
· To commit to safeguarding and promoting the welfare of children and young people and protecting them from risk of harm. The agency recognises its responsibility to ensure safe and appropriate policies, working practices and systems are in place for all staff working with children and young people.
· To comply with Team Fostering’s Safeguarding Policy and promote the safeguarding of children throughout their work.
· To mandatory safeguarding training in relation to their work with children and young people.

 Confidentiality
· To safeguard the confidentiality of information relating to carers, children and young people at all times in accordance with agency policies and procedures.

Health and Safety
· To comply with Health and Safety regulations and guidance in the course of employment.

Data Protection
· To comply with the Agency’s policies and Data Protection Act in all aspects, with particular reference to the protection and use of personal data relating to carers and children and young people.
· To ensure all data is recorded accurately, timely, up to date and in a non-discriminatory manner.

Equality & Diversity
· To comply with the agency’s equality and diversity policy and be able to demonstrate their commitment to the policy in all aspects of their work
· To actively promote equality of opportunity and an anti-discriminatory service.

Ethos and Values
· To subscribe to the ethos and ethical values upheld by Team Fostering and demonstrate those values in own everyday work.

Additional expectations
· To participate in wider Agency meetings and working groups as required.
 
Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified and the post holder may reasonably be expected to undertake other duties commensurate with the level of responsibility that may be allocated from time to time 
 
Team Fostering is committed to safeguarding and promoting the welfare of children and young people. We expect all staff to share this commitment and to undergo appropriate checks, including an enhanced DBS check. Team Fostering does not allow smoking in the workplace

 
Signed: …………………………………… 	 	Date: ………………………………. 
Finance Assistant June26
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