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JOB DESCRIPTION

JOB TITLE:


Finance Officer 

(Grade 5)

JOB REPORTS TO:
Finance Manager / 

Accounting / Resources Manager
JOB PURPOSE:

To contribute to the efficient running of the school’s finances, providing financial and administrative support under the direction and guidance of the Finance Manager. To ensure the smooth administrative operation of the school. 

RESPONSIBILITIES:

· Process invoices for goods and services using the academy’s accounting system.

· Ensure invoice related queries are dealt with speedily and effectively and are appropriately authorised.

· Ensure that an appropriate petty cash float is maintained and ensure the security of cash held at all times. Authorise petty cash purchases.

· Calculate and raise official invoices to collect income payable to the school from external parties e.g. High Needs Funding from the Local Authority.

· Make appropriate purchases on behalf of the school using a Business Charge Card.

· Generate regular cheque and BACS payment runs to ensure creditors are paid in accordance with the agreed terms of trade. Produce the cheques for creditors being paid by this method. Prepare the supporting paperwork to give to the 2 approvers required to sign the cheques/authorise BACS payments to suppliers. Post cheques / remittance slips to suppliers after they have been duly authorised.

· Undertake the bank reconciliation including the input of direct payments to the accounting system and pass to the Finance Manager for checking. 

· Update the asset register in accordance with the Academy’s financial procedures.

· Complete monthly VAT Returns

· Monitor credit card expenditure and check statements

· Provide a service to visitors and callers to ensure that enquiries about community use are dealt with efficiently and effective and directed to SLS
· Analysis of non-paying expenditure to identify areas  where savings are possible through improved terms
· Simplify, clarify and streamline the procurement process
· Lead contract reviews and negotiations with major suppliers seeking optimal terms supported by the Finance Manager
· Perform cost and scenario analysis and bench marking for suppliers
· Undertake the ‘link’ role between the School and the Parent Teachers Association (Parents of Tytherington School – PoTS), attend PoTS Meetings when required and circulate information relating to PoTS activities, advise on availability of school facilities for PoTS events and put bookings onto events booking system.
· Produce monthly monitoring reports from the Department Cost Centres for Heads of Departments.
· Collate, manage and  ensure timely payments of 6th form bursary awards

· Transfer of monthly reprographic charges to cost centres
· Monitor the account balances within the Trip funds and highlight any actual / potential funding deficits.

· Manage internal refreshment stocks    
· Manage minibus diary
Notwithstanding the details in this job description, in accordance with Tytherington School’s flexibility policy, the job holder will undertake such work as may be determined by the Finance Manager/Headteacher from time to time, up to or at a level consistent with the main responsibilities of the role.

Signed:










Date:
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	PERSON SPECIFICATION

Finance Officer




	CRITERIA
	ESSENTIAL 
	DESIRABLE
	ASSESSMENT METHOD

	Qualifications
	5 GCSEs A-C, or equivalent, including English and Maths. 
AAT qualified, similar or working towards

	.
	Application form

	Experience
	At least 3 years’ experience of bookkeeping; including nominal ledgers, sales ledgers and purchase ledgers.
Experience of working accurately and to strict deadlines

Experience of successfully prioritising workloads


	Knowledge and experience of working in an educational environment and school financial cycle 

	Application form,  and Interview

	Knowledge 
	Experience of using financial accounts software

Knowledge of Value for Money and financial regulations

Experience of spreadsheets,  word processing, databases including data entry and reporting
Experience of procurement processes and tenders

	Working with HCSS software packages
 Knowledge of computerised booking systems
Experience of Parent Pay
	Application form,  and Interview

	Skills & Aptitudes
	Excellent telephone manner and interpersonal skills with the ability to relate well to suppliers and customers
Highly organised with the ability to work to deadlines

Ability to work under pressure whilst remaining calm

Accurate and methodical with an excellent eye for detail

Good written and verbal communication skills
Able to work independently and as part of a team

	Ability to plan and develop systems

Willingness to further develop and attend relevant training opportunities
	Application form,   and Interview

	Other Requirements


	Ability to maintain confidentiality
Ability to attend off site meetings when required
Ability to meet multiple requests for information in a calm and professional manner 

Enthusiasm, commitment, and adaptability

Approachable with a good sense of humour
	
	Interview
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ADDITIONAL DETAILS

We welcome applications regardless of age, gender, ethnicity or religion.

Hours of Work: 37 per week 8.15 – 16.15 Monday – Thursday, 8.30 – 16.00 Friday. 

The successful candidate will be required to attend a small number of evening meetings during term time. Hours of work will be adjusted in line with this requirement.

Weeks per Year:  The role is for 39 weeks in the year (term time only plus INSETs) 
Salary:
Full time:
£17,721 - £20,138 per annum

39 weeks:
£15,223 - £17,299 per annum
Pension: Local Government Pension Scheme (contributory)
Disclosure & Barring Service
We welcome applications regardless of age, gender, ethnicity or religion.  We are committed to the safeguarding and promotion of the welfare of children and appointments are made subject to enhanced DBS Disclosure.

Posts are subject to an Enhanced disclosure. A copy of the Disclosure and Barring Service Code of Practice is available on request. Further information about the Disclosure process can be found at https://www.gov.uk/government/organisations/disclosure-and-barring-service
General
Notwithstanding the detail in this job description, in accordance with the School’s Flexibility Policy the job holder will undertake such work as may be determined by the Headteacher/Governing Body from time to time, up to or at a level consistent with the principal responsibilities of the job.

We require all support staff to take part in the development of support services as a resource for the whole school in supporting the aims and objectives of the school development plan. Each of the support teams is structured to provide the opportunity for career development. 

Applications

Please return completed application forms to Helen Brady, HR and Payroll Manager, Tytherington School, Manchester Road, Macclesfield, SK10 2EE, hbrady@tytheringtonschool.co.uk
Closing Date: 9.00am Friday 23rd February 2018
	Information for Applicants
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