[image: ]


[bookmark: _Hlk36222502]Job Title:  Finance Assistant

Location:  OFG Head Office, Bolton (Hybrid)

   Salary: £26,000 - £28,000 per annum depending on experience.

  Hours: 37.5 hours per week

  Contract: Temporary 6 Months 
Outcomes First Group is Great Place to Work certified – it’s official! We’re also taking part in the national 4 Day Working Week pilot which makes joining us now even more appealing (T&Cs apply)…

Reports to: Revenue and Billing Manager – Blenheim
Accountable to: Revenue and Billing Manager – Blenheim, Senior Finance Manager, Financial Controller, Group Financial Controller, CFO

Job Purpose: 

The Finance Assistant plays a key role in supporting the Revenue and Billing team by ensuring accurate revenue recording and smooth financial operations across allocated schools. You’ll help prepare and post invoices, support debt collection, resolve queries, process refunds, and complete monthly cash and bank reconciliations. You’ll also assist with journals, month‑end tasks, and audit preparation. Working closely with the shared service centre and wider finance teams, you’ll collaborate to resolve queries, support ad‑hoc projects, and keep financial information accurate, timely, and compliant.


Key Responsibilities: 

The Finance Assistant will be exposed to responsibilities including but not limited to:

· Responsible for the assisting with accurate recording of revenue for allocated schools within the division
· Assisting with the raising and posting of invoices to the ledger
· Assisting with debt collection
· Assisting with email queries
· Assisting with processing of refunds
· Processing monthly cash and bank reconciliations
· Preparing and processing journals
· Assisting the finance teams as required to ensure monthly accounts are completed in a timely manner
· Support the preparation of the audit packs prior to submission to the auditors
· Working closely with the shared service centre finance team to aid them with query resolution
· Working closely with the finance teams for any ADHOC projects

This job description sets out the duties of the post at the time it was drawn up. The post holder may be required from time to time to undertake other duties as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed.

Standard responsibilities:

There are a number of standard duties and responsibilities that all employees, irrespective of their role and level of seniority within OFG Group are expected to be familiar with and adhere to;

· Participates in an annual performance review programme
· Works, at all times, in accordance with the policies and procedures of the OFG Group and statutory regulations applicable to the Group
· Observes, at all times, strict rules of confidentiality appropriate to the post
· To comply at all times with the requirements of Health and Safety Regulations to ensure their own wellbeing and that of their colleagues
· OFG Group is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expect all employees to work in accordance with this
· [bookmark: _Hlk36106641]Undertakes other duties as assigned

Measures: 

· Measures against set objectives relevant to the role
· Set performance indicators
· Departmental Net Promoter Scores

Who are we looking for?

We’re looking for someone who’s detail‑driven, proactive, and confident working with high volumes of data. You’ll bring strong query‑management skills, be highly numerate, and use your solid MS Office and Excel knowledge to keep information accurate and organised. With at least 5 GCSEs including Maths and English, you’ll communicate clearly, stay calm under pressure, and take ownership of tasks to meet tight deadlines. A positive, professional attitude and the ability to work both independently and collaboratively are essential and previous finance experience is a bonus.

To be successful within the role we are asking for the below essential criteria to be met:

· [bookmark: _Hlk210908652]Experience of query management and resolution
· Highly numerate and accurate with handling financial data.
· Working knowledge of MS Office, including Excel to a good level.
· Minimum of 5 GCSEs, including Mathematics and English
· Professional demeanour, positive and flexible attitude, good inter- personal and communication skills.
· Ability to work under pressure and meet tight deadlines.
· Ability to work alone and tackle tasks proactively.
· Show good initiative and take ownership of tasks or issues.
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