Job Description
	Job Title:

Finance and Personnel Officer

	Service Area: 
Pupil Referral Unit

	Division/Section:

Tunmarsh School and New Directions PRU

	

	Grade: 
SC 3
	Date last updated
April 2021



	EQUALITY AND DIVERSITY

	We are committed to and champion equality and diversity in all aspects of employment with the London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  




PROTECTING OUR STAFF AND SERVICES

Adherence to Health and Safety requirements and proper risk management is required from all employees in so far, as is relevant to their role. All employees are expected to understand and promote good Health and Safety practices and manage risks appropriately.

Overall Purpose of Job

To undertake a range of administrative functions related to finance and personnel functions for Newham Pupil Referral Units. 

To maintain the financial health of the PRUs by:

· ensuring adherence to the school’s financial regulations and policies, professional standards and the law

· The provision of high-quality financial advice to managers, financial research and investigations.

Job Context

1. The postholder reports to the Senior Finance and Personnel Officer
2. The postholder has no line management responsibility
3. The postholder has no budget responsibility

4.
The post holder may be required to work occasional evenings, weekends and public holidays in order to meet service requirements

Key Tasks and Accountabilities

Key tasks and accountabilities are intended to be a guide to the range and level of work expected of the postholder.  This is not an exhaustive list of all tasks that may fall to the postholder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

Finance
1. Inputting standing information to Finance system (FMS), in accordance with procedures. 

2. Processing of Purchase Orders from requisitions, accurately and in accordance with agreed authorisation and timescales
3. Make payment by purchase card as required, retaining high quality audit records.

4. Processing of invoices, ensuring appropriate authorisation and payment in accordance with agreed
procedures and timescales.
5. Dealing with queries from suppliers (including statements), debtors, budget holders and other School staff
6. Maintaining high standards when managing confidential information, complying with the school’s GDPR procedures at all times.
PERSONNEL
7. Ensure data is entered into SIMs is accurate. 
8. To produce personnel reports as required by the HR/GDPR Officer or the Senior Finance and Personnel Officer. 
9. To assist the administration of recruitment processes. 
10. Maintain electronic personnel files ensuring accurate information is available at all times
11. Assist the GDPR and HR officer in collecting and inputting information for agency workers. 
12. To carry out any other reasonable duties and responsibilities within the overall function, commensurate with the grading and level of responsibilities of the post.
	


Person Specification 

	Job Title:

Finance and Personnel Officer
	Service Area:

Pupil Referral Unit

	Division/Section:

Tunmarsh School and New Directions PRU
	

	Grade: SC3
	Date last updated:

April 2021



	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

 


	CRITERIA
	METHOD OF ASSESSMENT

	KNOWLEDGE:

· Able to understand and interpret a wide range of financial data

· Able to use appropriate information/communications technology to fulfil the objectives of the post and to add value to the service provided

· Awareness and understanding of the latest professional and public sector developments relevant to a group of services

· Understanding of accounting principles and the workings of financial systems and procedures.
· Understanding of the importance of performance management and achieving business efficiency
	Application form/Interview


	QUALIFICATIONS & EXPERIENCE:

· Educated to Level 3 

· Ability to collect data and report to managers on finance-related developments and proposals
· Experience of Financial Systems and Procedures

	

	SKILLS AND ABILITIES:

· Good written and verbal presentational skills

· Able to present complex information in a meaningful way, appropriate to the audience

· Able to pursue a course of action and carry out tasks with minimal supervision
· Able to think laterally and to offer innovative ideas.


	Application form/Interview



	PERSONAL STYLE AND BEHAVIOUR:

· A demonstrable commitment to maintaining and enhancing excellent relations with customers and stakeholders.

· Demonstrable commitment to organisational goals, equalities policies and behavioural standards through behaviour and relationships both inside and outside Newham PRUs.

	Interview

Interview



	OTHER SPECIAL REQUIREMENTS:
This post is subject to an enhanced DBS check.

This post is exempt from The Rehabilitation of Offenders Act (1974).

The post holder will require flexibility and resilience in order to be able to manage the demanding environment of working in a SEBD setting. 


	Satisfactory clearance at conditional offer stage
Application Form




