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TRINITY CATHOLIC HIGH SCHOOL

(Science and Sports College)

Chairman of Governors:  Mrs M Bishop
          Headmaster: Dr P C Doherty OBE, BA (Hons), DPhil (Oxon), FRSA

Finance Officer 

Job Description

Responsible to:  
 Director of Finance

Employed:        
 28 Hours per week – Term time only

Duties

· To report on and support queries raised by other finance staff. 
· To be a signature on all accounts 
· To reporting directly to the Director of Finance daily.
· To be responsible for compliance with financial regulations.
· To have knowledge and be able to work across all account areas.
· To oversee and deliver general staff training re finance procedures.
· To support the Director of Finance in the review and updating of financial procedures and policies.
· To deal discretely with confidential information 
With specific responsibilities within the following accounts 

School Fund Account

· To be responsible for processing all staff expenditures, invoices and incomes for the school fund account.

· To be responsible for the processing of all petty cash claims (including responsibility of petty cash tin) for school fund.

· Checking all receipts match expenditures being requested, ensuring necessary signatures are obtained authorising payment to staff.  

· To maintaining the Headmaster’s Fundraising accounts, processing of payments to charities.  Producing a fundraising report as and when required by Headmaster giving budget status of these accounts.  

· Production of a Charitable Donations List each financial year.

· Monitoring of all accounts ensuring accounts balance.  Liaising with relevant staff account holders, and producing reports of accounts.

· To reconciling the School Fund account monthly, liaising direct with bank and presenting reconciliation to Headmaster for signature.

· Producing finance reports for Director of Finance and Governors.

· To close and open financial years.

· To prepare budget figures ready for the new budget.

· To maintain both records of all transactions within School Fund Account.

· Ensure all paperwork filed to relevant accounts.

· To liaise with the auditor.

· To liaise with outside agencies.

Governors Account

· To oversee the all transaction processing of in relation to the Governors Account.

· To oversee the reconciling of the Governors Account monthly, additional support with liaising with bank and presenting reconciliation to Headmaster for signature. 

· To assist with the production of weekly updated figures for the Director of Finance. 

· To assist with the production of finance reports for Director of Finance and Governors.

· To assist with the preparation of budget figures ready for the new budget.

· To assist with the maintenance of records all of transactions within the Governors Account.

· To ensure all paperwork is filed to relevant accounts.

· To close and open financial years.

Capitation Account

To maintain all transactions within the main Section 52 account re the following:
School Trips

· Be responsible for the processing of all expenditures, incomes related to all school trips.  
· To ensuring all relevant paperwork is completed prior to any trips being undertaken.  Monitoring these accounts to ensure that each trip account balances and obtaining the necessary paperwork to finalise a report to parents and final statement of account.  
· Obtaining any foreign currency from the bank.
· Offering information wherever possible to staff with regard to school visits.

Extended School Accounts

· Be responsible for expenditures incurred within the ‘extended school accounts’. And to arrange transfers form the School Fund account to match these if required.  

To be responsible for all transactions in relation to CAPITAL WORKS via the main school account:

Capital from Private Funds

Devolved Formula Accounts

Direct Revenue Financing Accounts

· Be responsible for all transaction. Ensuring all necessary signatures are acquired and if necessary liaising with outside agencies for advice.  

· To assist with the preparation of budget figures ready for the new budget

· Input of budgets were appropriate to the accounts as directed via the Director of Finance.

Resources Department

· To be responsible for liaising with the resources department to ensure all other accounts are charged correctly for works done.  Liaise with departments to ensure a smooth process of recharges is in place.

IT Recharges

· To be responsible for liaising with the ICT department to ensure all other accounts are charged correctly for ICT supplies.  Liaise with departments to ensure a smooth process of recharges is in place.

Other Duties

· To compile returns to the Inland Revenue as requested by LBR and Director of Finance.

· Prepare all records for collection for the auditor.

· To be responsible for the finance stock book for School fund and Governors.

· Finance quality: To be responsible for the signing of all capitation cheques generated within the main school account, ensuring records matches information given on each cheque.

· Finance quality Responsible for checking Music Fee income sheets prepared by Director of Finance’s PA.

· To obtain regular bank balances from the banks for all accounts 

· To be responsible for the safe keeping of all cash/cheques received to the finance office, ensuring all incomes (cash and cheques) are locked in the safe Responsible for all safe keys held.

· To offer training to any staff on understanding financial reports and procedures.

· To carry out any other duties as may be required by the Headmaster or Director of Finance.




