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WOODCOTE HIGH SCHOOL
JOB DESCRIPTION

POST:


FINANCE OFFICER
Responsible to:
DIRECTOR OF HR & FINANCE
Responsible for:
Finance Administration

Salary:


NJC Pay Scale 6 up to £26,277 (pro rata)
Hours:


36 hours per week (term time only with the possibility of holiday work) 
MAIN RESPONSIBILITIES

1
To work with the Director of HR and Finance manager in the implementation and reporting of finance related matters
· Maintain and develop the use of the SIMS FMS system and other relevant school software to ensure up to date tracking of all school finances including payroll
· Ensure that all purchase orders are prepared correctly according to the appropriate levels of authorisation and sent to suppliers
· Receive invoices from suppliers and process in a timely manner, ensuring that they are matched to delivery notes and orders and authorised by cost centre managers    

· Input invoices and credit notes into the system and raise invoices as required; credit control on invoices raised. 

· Follow up any queries with debtors and creditors and report any unresolved issues to the Director of HR & Finance
· Ensure that cash and cheques are prepared for banking promptly to the appropriate account and correctly coded to cost centres including forecasts.  This will include monies from students and staff members for mufti, school trips (including overseas) staff expenses and petty cash
· Reconcile all bank and credit card accounts on a regular basis and be the Bank’s point of contact
· Produce ledger codes and reports for cost centre managers on a monthly basis, answering queries
· Ensure correct allocation of capitation to all department budget heads
· Assist with the preparation of VAT, Gift Aid and other financial returns

· Liaise with the Director of HR & Finance on a weekly basis, bringing to their attention any relevant information relating to financial matters
· Assist the Director of HR & Finance with annual checks on asset registers
· Working with the Head of Sixth Form on l6-l9 bursaries including identifying students, allocation of funding, ensuring students receive the funding.  Monitoring attendance, punctuality and behaviour targets against criteria and feeding back to Head of Sixth Form where issues arise

· Maintain financial journals: manual, cashbook, pre-payment, accrual, fixed asset, appreciation and photocopying

· Prepare quarterly management accounts to a prearranged template

· Ongoing update of finance procedure manual mark
2
Administer online banking and the school’s cashless systems e.g. WisePay, IMPACT till system and liaise with parents regarding payments
· Maintain and develop the use of the WisePay internet site which has accounts for all staff and students across the school  (including the maintenance of users, setting up of items for payment, dealing with queries from staff, parents and students as they arise on a daily basis)
· Prepare cheques or payments through BACS 

· Maintain the school catering software (IMPACT). Registering new students and staff on the software and liaising with the Catering Manager to register the new Year 7 intake
· Provide assistance to the process of administering free school meals including liaison with parents, students and relevant authorities
3
Assist with school Audits and submission of Local Educational Authority (LEA), Education & Standards Funding Agency (ESFA), Teachers’ Pensions Agency (TPA), Local Government Pension (LGP) & Full Governing Body (FGB) returns and reports
· Provide support for the termly and annual audit of accounts
· Provide information for governing body meetings and sub-committees as required
· Complete budget forecast returns for EFA

· Complete end of year pack and EFA budget report including rates relief funding

· Liaise with the SENCO and local LEAs regarding SEN funding

· Complete reports for Teachers’ Pension and local government pension (LGP)
4
Assist with bid applications including for capital projects
· Provide support for identifying and developing opportunities for bids for additional funding
· Work with SLT and/or bid consultant on other potential opportunities for fund raising including the school fund

· Reconcile any project funding the school receives and keep an up to date account of expenditure
5.
Liaise with contractors and suppliers & Lets to achieve best value for money
· Assist the Director of HR & Finance in Lettings of Premises including financial matters and contract administration
· Support the Director of HR & Finance in ensuring that the school makes best possible use of resources for example through obtaining quotations from suppliers and supporting the tendering process for larger items
Any other tasks that the Headteacher may reasonably ask you to undertake
. 
Finance Officer (OCT 2017)

