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Job Description 
Job Title:

Accounts Assistant


Department:

Finance


Accountable to:
Financial Accountant and Financial Controller


Responsible for:
n/a
Purpose of the job:

Work collaboratively within a team to process and reconcile financial transactions accurately and within required deadlines.

The role supports the Stowe Group, which comprises the Junior and Senior Schools, Stowe Enterprises Ltd, Stowe School Foundation, Stowe House Preservation Ltd and Stowe House Enterprises Ltd. Tasks and responsibilities will vary in line with the requirements of each entity.

 To ensure a customer orientated service in an efficient, flexible, and professional manner. 
The Stowe Group 

The Stowe Group comprises Stowe, Swanbourne House and Winchester House Independent Schools, situated on sites in Buckinghamshire and Northamptonshire. Between the three schools, The Stowe Group can offer education for boys and girls from 3-18 years. Within The Group there are more than 1,400 pupils and 600 members of staff. The schools occupy sites of historical significance in Swanbourne, in the market town of Brackley and in the beautiful landscape gardens at Stowe, where we work with The National Trust to manage the landscape gardens and open the grounds to over 200,000 visitors a year. Stowe House is open to the public during the School holidays and for guided tours during term time. The Stowe Group is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. In 2021, The Stowe Group launched its transformational and substantive Change Makers vision.
Vision & Ethos 

We are Change Makers 

Our goal is to inspire pupils and staff to be Change Makers who will shape positive futures for themselves, their families and the global community. Our World-class facilities support our educational aims and are shared with the wider community. We strive for excellence and celebrate achievement, valuing education as a journey and not a destination in the belief that all pupils can exceed their potential. Learning is learnable and everyone can improve. Our aim is to encourage personal development by creating a flourishing, vibrant, cohesive, caring and socially inclusive community which embraces pluralism, diversity and intercultural understanding. We celebrate differences by giving everyone a voice and then listening to multiple viewpoints. It is our collective responsibility to develop the cognitive, physical, emotional and spiritual well-being of everyone in our community. We are committed to the development of character with particular emphasis on tolerance, resilience, honesty, humility, courage, compassion, gratitude and service. We strive to attract and retain employees of the highest calibre. The Group’s talented and committed workforce is one of our greatest strengths. We are committed to fostering team engagement, attracting, mentoring, developing and retaining our best teachers and support staff. We focus on employee well-being, provide opportunities for professional growth and create a culture of community and partnership. Environmental stewardship and sustainability are cornerstones of The Stowe Group.
Key Responsibilities and Accountabilities

· Ensure all invoices and credit notes are appropriately authorised in line with financial policies and accurately processed on the Purchase Ledger in a timely manner to meet payment deadlines.

· Ensure Sales Invoices, Bank, and Cash transactions are processed and reconciled within specified deadlines.

· Reconcile specified balance sheet accounts and associated transactions to external systems, investigating and resolving discrepancies as required.

· Ensure accurate accounting treatment and correct VAT application across all transactions.

Tasks

Purchase Ledger

1. Ensure all invoices and credit notes are authorised in accordance with internal financial policies, including Purchase Order authorisation by Managers and Finance above agreed thresholds.

2. Ensure correct accounting and VAT treatment is applied to all invoices and credit notes in the appropriate financial year and accounting period.

3. Ensure accurate accounting and VAT treatment for all expenses and credit card transactions within the correct year and period.

4. Prepare, run, and reconcile weekly payment runs in line with agreed deadlines and authorisation limits.

5. Ensure authorised direct debit invoices and payments are accurately recorded and matched on the Purchase Ledger in the correct accounting periods.

6. Ensure the Purchase Ledger reconciles to control accounts at all times; review and take action on historic debit and credit balances, including manual allocation of direct debits and payments.

7. Complete new supplier credit applications, reviewing payment terms and conditions prior to submission to Managers for authorisation.

8. Create new supplier accounts, ensuring all required information is captured and bank details are independently verified prior to payment.

9. Regularly review Purchase Orders for goods received but not invoiced, and for unauthorised invoices, liaising with budget holders and escalating issues where appropriate.

10. Provide timely support and guidance to suppliers and budget holders, including responding to queries and delivering basic training where required.

11. Reconcile supplier statements to Purchase Ledger records and resolve any discrepancies, including unrecorded invoices.

12. Verify nominal codes in liaison with the Accounts Assistant (Pupil Billing) and Finance Assistant (Fees Ledger) to ensure accurate and timely recharging to pupil expenditure.

13. Provide purchasing statistics to the Financial Accountant to support completion of the biannual purchasing survey.

Sales Ledger

14. Maintain the Sales Ledger by processing sales invoices as requested.

15. Ensure accurate accounting and VAT treatment for all sales invoices and credit notes in the correct financial year and period.

16. Ensure the Sales Ledger reconciles to control accounts at all times.

Bank Accounts, Credit Cards, and Cash

17. Upload and reconcile cashbooks to ensure completeness and accuracy at all times.

18. Count, process, and bank cash and cheques; prepare manual online payments for authorisation and liaise with the bank as required.

19. Maintain petty cash, foreign cash accounts, credit cards, standing orders, and direct debits.

20. Monitor and reconcile accounts to external reporting systems as required, including donations and associated Gift Aid.

21. Provide stakeholders with financial information relating to collections, trips, and charity activities.

Other Duties

22. Monitor and action Finance Team emails in a timely manner.

23. Support the monthly refresh of academic and support department budgets, ensuring budget holders have up‑to‑date spend versus budget information.

24. Support the annual budget roll‑forward process in early summer and update both current and future year budgets between September and November.

25. Provide cover and support for Accounts Assistant roles during periods of absence.

26. Verify direct debit and refund details provided by parents in the accounting system for the Finance Assistant (Fees and Credit Control).

27. Assist in the preparation of drawdown requests from the School to the Foundation.

28. Support the shop stock count process in conjunction with the Financial Accountant and Shop Manager.

29. Assist with the preparation of statutory accounts.

30. Undertake other ad hoc duties as required by the Finance Team.

31. Ensure compliance with Health and Safety legislation relevant to the role.

32. Ensure compliance at all times with statutory Health and Safety and Data Protection legislation.
This job description reflects the current requirements of the post. As duties and responsibilities develop, it will be reviewed and may be amended in consultation with the post holder.

Date agreed:   

May 2026
Person Specification

The selection of candidates for short-listing will be based on this specification, and candidates should bear this in mind when preparing their application and completing the application form:

	Attributes
	Essential
	Desirable

	Qualifications
	●   General level of education with a degree of numeracy/ literacy.

	

	Specialist Skills & Experience
	· Basic IT skills (Word, Excel and Internet)

· Basic accounting knowledge and experience.

	· Accounting qualifications and/or background.


	Personal Qualities
	· Good organisational and time management skills.
· Able to work under pressure and to deadlines.
· Good interpersonal skills.
· Capable of taking responsibility for own work. 

· Ability to work as part of a team.
· Eye for detail.
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