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EAST BARNET SCHOOL
Job Description


[bookmark: _Hlk514926513][bookmark: _Hlk514926853]Post:		Finance Officer
Accountable to:		Senior Finance Officer
Grade:		Scale 5
	
Job purpose:	To assist the Senior Finance Officer (SFO) at East Barnet School. Duties will include the maintenance of school finance data and the main school bank account.


Duties and responsibilities /Job specification

1. To be responsible for the processing of all orders, deliveries, invoices, and payments in a timely manner, liaising with account holders where necessary. 
2. To distribute deliveries as required.
3. To manage the general ledger. 
4. To deal with all queries relating to orders, e.g. non-delivery, non-payment etc.
5. To reconcile bank statements monthly and notify SFO of any discrepancies.
6. To prepare sales invoices e.g. for ad hoc school lettings and to reconcile the payments received and issue receipts.
7. To prepare bank paying-in slips and arrange for the banking of any cheques/cash.
8. To research suppliers, ensuring best value.
9. To be responsible for managing the petty cash.
10. To liaise with the Chef Manager in order to ensure that the till system is up to date, providing reports where required. 
11. To manage trip accounts both income and expenditure, ensuring trip information is uploaded onto ParentPay liaising with the relevant trip organiser regarding cost and timescales. 
12. To oversee ParentPay and the school shop, loading all relevant offers and produce relevant financial reports.
13. To run regular monthly outstanding debtor and creditor reports and following up where required.
14. To update the asset register where required, highlighting where items may require tagging.
15. To ensure contracts are updated on the Every System. 
16. To ensure confidentiality is maintained in all aspects of work.
17. To monitor the bank account, ensuring the account is always in credit, highlighting any issues to the SFO. 


Other duties and responsibilities

1. To carry out any other reasonable duties within the scope of this post, as and when requested by the Headteacher or any other member of the Senior Leadership Team.
2. To support administration and other operations as and when required.
3. To implement all school policies, including the school’s behaviour policy.
4. To always model the ethos and vision of the school.
5. To communicate promptly and sensitively with parents, carers, and other relevant bodies where necessary.
6. To establish and maintain effective working relationships with colleagues.
7. To be familiar with and comply with the school’s Health and Safety policies.
8. To attend INSET training sessions as directed by the School Business Leader.

Person Specification 
1. Qualified to work in the UK.
2. Experience of financial procedures including processing of purchases orders, invoices, and cash handling (desirable).
3. [bookmark: _Hlk153888803]Educated to at least GCSE level or equivalent (minimum GCSE C/pass grades in English and Mathematics).
4. Excellent numeracy skills.
5. Excellent administrative, organisational and planning skills, including time management and prioritisation.
6. Excellent ICT skills including Word, Excel, Outlook.
7. Experience of working with finance systems (desirable).
8. Excellent written communication skills.
9. Good analytical skills.
10. Sound judgement and problem-solving skills.
11. Excellent interpersonal skills with adults and students.
12. Committed to teamwork and working collaboratively with colleagues.
13. Passion, resilience, maturity, and optimism to lead through day-to-day challenges while maintaining a clear vision and direction.
14. Confidence and self-motivation to work well and be decisive under pressure.
15. A high level of honesty and integrity.
16. Flexibility and reliability.
17. Capacity for hard work.
18. Patience and a calm manner.
19. [bookmark: _GoBack]Trustworthiness, including the ability to keep sensitive matters confidential.
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