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JOB DESCRIPTION
Job Title:
Finance Officer
Scale: 

Spine Point 7 to 16  – Scale dependant on experience
Hours:

20 hours per week (Term Time Only + 1 week)
Salary Range:    
£29,346 – £33,417 FTE (Actual salary £14,387 to £16,454)
Responsible to: School Business Manager

Responsible for: None


Job Purpose 

Our Finance Officer is a key member of the school’s support staff team.  One of a team responsible for ensuring there is efficient, effective organisation and administration of school business processes, procedures and policies. Delivering the best possible service to all stakeholders to facilitate efficient and effective service and teaching and learning across the school.

The Administrative team are the main and first point of contact for the majority of visitors/callers to the school and as such are pivotal in projecting the schools positive, welcoming ethos and values. They are therefore, expected to demonstrate exemplary customer service and a can-do approach to both internal and external customers. 

Under the direction of the School Business Manager, to assist in the provision of a comprehensive financial support service to the school by undertaking a range of financial and administrative support functions.

Ensure financial procedures are in line with the principles of sound financial control and compliance with statutory requirements and deadlines from SBM/Head teacher/GB, LA and DfE and other agencies.

Main responsibilities
· Create, process and review of all purchase orders and invoices/credit note including ensuring coding is accurate and in line with the schools authorised signatories list, approved budget allocations and Financial Regulations.

· Prepare and collate weekly BACS payments runs to ensure terms of payment are met including reports for the Headteacher for review by the School Business Manager.

· Build and maintain good working relationships with staff, pupils, parents and suppliers and resolve queries raised.

· Research and source best value from suppliers for the purchase of school goods and services.

· Review and ensure letting payments are received in good time. 

· Regular reconciliation of supplier statements, follow up outstanding orders and chasing up copy invoices as required.

· Ensure that debtors are raised as required and debt collection is done monthly. Accurate records are maintained to ensure audit trail.

· Review aged creditor and aged debtors. Manage outstanding purchase orders all on a monthly basis

· Processing of accounts payable, i.e. journal entries in FMS for monthly funding, departmental recharges, credit card purchases and recoding of income/expenditure as required.  

· Processing of petty cash claims from staff in line with Financial Regulations including entering these on to FMS and collecting cash from the bank to top up the petty cash float. 

· To record all income collected on the schools FMS and prepare the necessary paperwork for banking on a regular basis.

· Processing of staff expenses and petty cash claims.

· To be able to scrutinise a budget and identify areas of risk by developing a good understanding of activities with a cost centre and highlight key variances.

· Assist the School Business Manager to maintain the school contracts register on Every.

· Review and negotiate existing/new contracts 

· To reconcile the schools’ charge card statements at the end of each month.

· Monitor and reconcile bank reconciliations on a monthly basis for review by the School Business Manager.

· Prepare and distribute reports to budget holders on a regular basis to support with budget monitoring and following up any queries raised. 

· Raise invoices and regularly review items for collection, process the income received to FMS and close down payment items once completed. 

· Support the School Business Manager with the preparation and completion of Quarterly returns, Month End and the Year End closedown of accounts.

· Support the School Business Manager in the maintenance of financial information for provision to external agencies, i.e.; HMRC, Auditors and insurers.

Administration

· Undertake reception duties, answering routine telephone and face to face enquiries and signing in visitors when required

· Assist with pupil first aid/welfare duties, looking after sick pupils, liaising with parents/staff etc.

· Provide routine admin clerical support e.g. photocopying, filing, emailing, shredding.

· Support with the maintenance of the manual and computerised records/management information systems.

· Undertake typing, word-processing and other IT based tasks

For George Tomlinson Primary School staff in general:  
· To play a full part in the life of the school community, to support its distinctive vision and ethos and to lead staff and students in doing the same. 

· Attend and participate in relevant meetings, training and other learning activities and performance development as required.

· To actively support the school’s school improvement priorities. 

· To adhere to relevant staff policies and the staff professional code of conduct as developed collectively by staff. 

· To comply with the school’s Health and Safety Policy and undertake risk assessments as appropriate. 

· To always to perform duties in all elements of the role in a professional manner and with integrity, mindful of confidentiality as appropriate. 

· To provide cover for any member of the administration team in accordance with school priorities. 

· To participate in the appraisal process, in line with school policy. 

· To manage both internal and external relationships, striving for excellence in stakeholder satisfaction. 

· To work effectively and successfully in your team within the school. 

· To participate in continuing professional development opportunities as identified through appraisal and ensuring ability to fulfil the role effectively. 

· To ensure confidentiality is respected and all issues are dealt with sensitively. 

· To be alert to issues of safeguarding and whistle blowing, as per school policies, ensuring that the welfare and safety of children attending the school is promoted and safeguarded and to report any child protection concerns using the appropriate procedures. 

Name of post holder .......................................................................................................... 

Signature .............................................................................. 
Date ………………… 

The post holder will be required to hold an Enhanced DBS check
Person Specification
	Key Areas
	Essential
	Desirable 

	Experience
And Knowledge 
	· Experience in a busy office environment, preferably a school environment

· Experience of budget management
· High quality interpersonal skills

· Knowledge of IT systems, software packages

· Understanding of recruitment procedures

· Knowledge of FMS or similar financial management package.
· Experience of finance management 

· Experience of introducing and embedding new processes or policies
	· Knowledge of educational systems and services

	Technical Skills and Attributes 
	· Strong IT skills with the ability to learn new systems quickly

· A good working knowledge of office management systems such as Microsoft Word/Excel

Strong organisational skills and prioritising.

· Strong ability to use initiative with a solution focused approach. 
· Good communications manner
· Confident and able to accept challenge in a professional manner. 
· Strong ability to use initiative with a solution focused approach.


	· Working knowledge of School systems 



	Personal Qualities 
	· Excellent problem solving skills

· Ability to evaluate and refine processes

· A friendly, flexible and professional approach, particularly when multi-tasking under pressure. 

· Customer oriented and able to relate well to all adults and children
· Ability to maintain confidentiality
· Manage priorities and meet deadlines. 
· Ability to work under pressure, remaining calm. 
· Ability to work in a noisy and busy environment and maintain efficiency.
· To demonstrate confidence, enthusiasm, flexibility and responsiveness to change 
· Commitment and flexibility to respond to the changing needs of a busy school environment


	

	Qualifications and Training
	· English GCSE grade C or equivalent

· Maths GCSE grade C or equivalent

· Professional standards of written communication/English

· IT qualification or  proven IT ability

· A desire to learn and develop
	  Willingness to complete further professional qualifications


	The candidate must be willing to undergo a Disclosure and Barred list check plus a range of other recruitment checks.
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