CHESHIRE WEST AND CHESTER BOROUGH COUNCIL

 
JOB DESCRIPTION QUESTIONNAIRE 

	JOB TITLE
	FINANCE ADMINISTRATOR
	
	AAAE5099


BASIC JOB PURPOSE

To provide efficient and effective administrative support for the financial work of the school. To manage and administer School private Funds.
	NO
	MAIN RESPONSIBILITIES

	1
	Manage the processing of financial documentation under financial regulations (including liaison with payroll, order and invoice staff.) Check and process all invoices and issue cheques or ensure payment. Maintain detailed financial records, documentation and working papers in order to ensure consistent audit trails, and a sound basis for technical analysis and decision making.

	2
	Monitor the implementation and virement of funds with the various budgets to ensure that they are administered according to the Headteacher’s and Governor’s decisions.

	3
	Research and advise on value for money issues to optimise value and achieve Best value for the school.

	4
	Monitor the financial systems (including monitoring all budgets, including Standards funds and providing financial statements for budget holder) to ensure that all spending is contained within the set limits

	5
	Administer and control the school fund (including the maintenance of appropriate accounts eg school journeys) and administer other school held accounts and processing of all financial documentation (including orders, invoices, school imprest account, banking of income, School Trust Funds) ensuring the proper application of agreed systems and working practices under the Council’s financial regulations and in accordance  with proper accounting practice. 

	Notwithstanding the detail in this job description, in accordance with the Council’s Flexibility Policy the job holder will undertake such work as may be determined by the Director/Corporate Council Manager from time to time, up to or at a level consistent with the Principal Responsibilities of the job and in any location within the Council of Cheshire.


Are there any tasks/duties which the jobholder carries out only occasionally or at certain times in the year? If NO, go to next section. If YES, please list them and say how frequently they are performed.

OCCASIONAL TASKS





HOW OFTEN 









PERFORMED?

Deputises in the absence of the line manager




Weekly
1  RESPONSIBILITY FOR SUPERVISION / DIRECTION / COORDINATION OF EMPLOYEES

Employees directly supervised by jobholder

Not Applicable

Other Employees supervised by jobholder (not in a direct line relationship)  n/a 
	No and FTE
	Levels / grades
	Types of work
	Where based


	varies
	Clerical Assistant
	General or specific administrative tasks
	School office


What does the supervision of these employees involve?        
Coaching, development, on the job training

Does the job involve supervision, direction or management of people who are not employees? eg contractors, students on secondment 
	No and FTE
	Levels / grades
	Types of work
	Where based


	Term time only
	Pupils
	GNVQ students - Planning of trips. 

Organisation of fundraising events.
	School


What does the supervision of these people involve?

Advise and supervise on planning trips as part of course work. Give advice when planning charity/fundraising events

Does the jobholder develop policy or provide advice and information which impacts on the supervision / direction / coordination of employees?


Not Applicable

2     RESPONSIBILITY FOR FINANCIAL RESOURCES

	Financial responsibility
	      Value of the financial resource      

           (p.a.)
	How often is the duty performed?



	Cash Handling

All cash paid into the school goes through job holder or staff reporting to job holder
Shared responsibility for safekeeping of cash in safe
	£20k per month average
£500 - £1,000 average
	Daily, weekly

	Invoices
· Checks and arranges authorization by budget holders for all invoices. Highlights invoices which require more detailed scrutiny.

· Enter invoices online and batch for BACS payment.

· Chase outstanding invoices with suppliers

· Process invoices to given timescales


	
	Weekly, daily


	Collection of Income

· School Visits income
· Issue of receipts
	C£50,000 p.a.
	Daily

	Insurance

Maintains group schedule, calculates premium for each school trip, collects monies from each faculty, makes quarterly return to Insurance Company and pays premium annually. Deals with any claims and with renewal of policy.
	
	Several times a year
Annually


Does the jobholder develop policy or provide advice and information which impacts on  financial resources?
Yes
If yes, give details

· Provides advice on financial matters to staff and governors e.g. school insurance, school fund account.

· Researches and advises on best value issues

3     RESPONSIBILITY FOR PHYSICAL RESOURCES

	Physical resource
	Nature of responsibility of jobholder
	How often is the responsibility exercised?

	Stocks, supplies and purchasing
	School uniforms: Responsible for purchase – makes best value decisions on suppliers. Responsibility to discuss requirements, quality and price with suppliers. Maintains adequate stock levels.
	Daily

	Records: LMS, School Fund, Imprest etc
	· Sets up records on Civica system, updates maintains accurate records.
· Develops spreadsheets for own use to aid budget monitoring.

· Maintains integrity of the system
	Daily
Daily

Ongoing

	Paper files of all orders placed and invoices received
	Joint responsibility with Finance Assistant to meet audit requirements
	Daily

	Reports
	Completes ad hoc reports from excel data base within agreed timescales.
Completes reports for support fund, school trip balance sheets, H. S. A spending Reports, Insurance returns and Imprest reports.
	Monthly


Does the jobholder develop policy or provide advice and information which impacts on physical resources?




yes
If yes, give details

Advises school trip heads how school funds need to be administered, i.e. returning funds if unspent grants etc.

Carry out research into to ensure best value is achieved i.e. school uniform suppliers.
4     RESPONSIBILITY FOR IMPACT ON PEOPLE

	Task/Duty
	Who benefits?
	How they benefit?

	Contribution to reports for Governors re School Fund – 
bi-annually
	Governing Body
	Well informed re finance matters
	· 

	Processing invoices
	Staff, pupils, suppliers
	Receive educational requirements when needed. Paid promptly for goods and services required.

	Provision of balance sheets for School Visits
	Trip spending head, pupils, suppliers
	Trip spending head better informed, able to cost future visits more effectively, pupils participate in educational visit. Suppliers/transport hire paid promptly

	Administration of School Support Fund
	Assistant Headteacher, pupils, parents
	Offered instalment plan/support/grant to parents, enabling pupils to go on school trips.

Advise Assistant Headteacher of spending, able to control support fund spending and remaining balances.


Does the Jobholder develop policy or provide advice and information which impacts on people?                                                                         NO

5     KNOWLEDGE
	Type of knowledge
	What knowledge is essential?
	Why are these needed?
	How is it normally acquired?

	Specialist Knowledge and qualifications
	Knowledge of and experience of working with computerised accounting systems.
Accounting principles and practice.

Double entry book-keeping

Audit requirements

Computerised financial management

General office and admin skills
	To prepare accounts and be conversant with the budget setting process.
Underpinning knowledge of finance and ability to communicate at different levels.

To have the analytical skills and ability to carry out research

Collation of financial information in a meaningful way.
	To be fully conversant with school system would take at least one year i.e. full budget/financial cycle.
This assumes previous knowledge of financial packages.

Experience in a finance related activity+ some experience of staff management.

Experience on the job

Association of Accounting Technicians qualification.

	Policies and procedures
	Good working knowledge and understanding of CWAC Financial Regulations and external statutory regulations (eg VAT). Personnel procedures
Relevant school policies and procedures
	To ensure compliance and know where to obtain information.
Protect school and Council by ensuring VAT is paid
	On the job experience.
Internal training

	Organisational and service based knowledge
	General knowledge and awareness of CWAC Education Service + support services (payroll, personnel, ICT, Education Finance etc)

Knowledge of Council contractors and suppliers associated with school. 

Broad knowledge of school, current projects, staff, school layout. Awareness of School Policies and Procedures including Critical Incident, Health and Safety, Personnel.
	· To understand who does what, where to obtain information & resolve problems

· To know where to contact them and associated procedures

· To understand roles, responsibilities, to take phone calls including during school closures.

To ensure any action is consistent with school policies
	On the job experience and reference to relevant policies


	ICT Skills
	Good working knowledge of Microsoft office (Excel Word,SIMS (School 

Information System, 

Internet Explorer,

Civica, Oracle, School Cash Office.

	Own use and to train others.
To produce reports, accounts, spreadsheets, manage finances and develop and maintain records and research and communication purposes.
	Experience, formal and on the job training, cascading  of information.

	Numeracy and Literacy
	Arithmetical including fractions, percentages, forecasting, debits and credits
	To check financial reports, prepare accounts,
	Basic general education

	
	Good grammar, punctuation and spelling
	Wording letters offering support to parents, credit control letter wording
	

	
	Ability to read, interpret and condense documents
	
	

	Equipment
	Good working knowledge of PC’s and general office equipment
	Fundamental to job role
	Experience and training


How long would it take for a jobholder to become fully operational?   
With prior experience, basic routine tasks within 6 months, but one year to eighteen months with appropriate support and training to experience full academic year and financial cycle, and acquire specific local and Council knowledge and develop range of contacts. 
6     MENTAL SKILLS

a)  What sort of situations and problems does the jobholder typically have to deal with? Give 2 examples of typical problems solved on a regular basis                                          

Example: Discrepancy in school fund accounts – The jobholder has to control and monitor income and expenditure to ensure an audit trail is in place in order to trace and correct any discrepancies.
Example: Dealing with Suppliers chasing invoices: Establish whether order placed, goods received and if so chase invoice from spending heads. Request copy invoice from suppliers if invoice ’misplaced’. Process payment urgently to avoid legal action and maintain working relationship with supplier.
b) Give an example of the most difficult or demanding situation/problem the jobholder has to solve
Example: Credit control:  Parents can be selective about the events that they pay for and the job holder has to decide who and how to chase for money owed. Experience is used to agree with the parent a payment schedule to clear any debt.
c)
Approximately how often would the example in (b) occur?

	  monthly 




Give details below of the mental skills required in the job and reasons why they are needed.

	Mental Skill
	Why Needed?

	Judgement
	Deciding which parents to ask for money owed, or when to ask, depending on circumstances or time of year.

Decide on and agree instalment plans for parental payments.

Prioritising own workload

	Fact finding
	To research and obtain best value in purchasing supplies and trip insurance.
Extraction of figures to complete returns for external grants.

	Analytical
	Extraction of figures and presentation in different formats for Governors
Project likely cost of music tuition for year and organise the raising of external invoices to parents.

	Problem Solving
	Resolving discrepancies in accounts.

	Planning
	Own workload, completion of deadlines, accurate and timely processing of invoices

	Flexibility/Adaptability
	Needs to be able to move from one task to another at short notice


7     INTERPERSONAL AND COMMUNICATION SKILLS ESSENTIAL FOR THE JOB

	Skill


	Used for?
	With whom?

	Negotiation
	When speaking to parents about paying money they owe.
To determine best price re discounts from suppliers etc


	Parents
Suppliers

	Oral Skills (telephone and face-to-face)
	Liaison with Council departments.
Provide advice and guidance in response to issues and queries.

Communicate with external agencies.

Respond to general and financial enquiries

To obtain information


	Council Hall Education Finance
Staff, parents, governors

Suppliers

	Obtaining information
	To make travel arrangements/organise supply of minibus for school visits
	CWaC Transport dept staff
Travel agents

	Written skills – Some information is sensitive and tact required – jobholder must tailor letter to audience. Information for Head ,Assistant Head and Governors can be detailed, may include comparisons, must be concise and clear
	Writes and signs own correspondence requesting late payments.
Writes summaries to accompany financial reports e.g. support fund spending, extraneous funds


	Parents
Governors, Headteacher. Assistant Headteacher

	Counselling/mentoring
	Seen as an independent and impartial member of the staff and may be sought out for advice.
	Staff, students

	Liaison
	To exchange information, give instructions, share and resolve problems and errors.
	Contractors, suppliers, outside agencies, pupils, parents, education finance, payments section, staff, governors.

	Persuasion – with diplomacy
	To take some action
	Suppliers, staff

	Caring
	Visitors/phone calls to office may be in emotional state
	Parents, pupils


8     PHYSICAL SKILLS ESSENTIAL FOR THE JOB

	Physical skill
	Used for?
	Any precision/speed requirements?



	Keyboard, mouse skills and use of general office equipment
	To produce letters, reports, spreadsheets, e-mails
To input data

Integral to role
	Accuracy essential


9     INITIATIVE AND INDEPENDENCE

Allocation of work

a) How is work allocated to the jobholder?

The nature of the role is cyclical with known deadlines, other work is reactive to issues as they arise – telephone, post, staff requests, invoices etc, some ad-hoc requests for work from the Headteacher and other staff.

Work is also generated from external clubs and societies e.g. Home School Association, Rowing Club.
b)
What is a typical cycle for allocating work to the jobholder eg hourly, daily, weekly?

Annual, monthly and weekly tasks, plus ad-hoc demands on a daily basis.
Scope for initiative

c)
How much freedom/discretion does the jobholder have

to change the way work is done?

(e.g. recommending changes in policy, procedures, resources)

Jobholder is able to change daily working practices within team but all decisions are made within the constraints of financial regulations and practices which apply to the school.
The jobholder works within known cycles and schedules of work and is free to prioritise and organise their own work within those constraints and regulations.

to allocate their time to duties?

Total scope but within known priorities and deadlines, would only refer to line-manager if priorities were unclear. 
d) What is the level of guidance/instruction available? 

School policies and procedures
Financial Regulations, procedures and guidelines
CWAC specialist colleagues, Education Finance, Payments, Education

Intranet
e) What sort of direction, management or supervision is given to the jobholder?

Line manager is based on the same site and is available for ad hoc and planned meetings.
f) Give three examples of problems or decisions the jobholder would be expected to deal with themselves without reference to a supervisor/manager. How often do these occur?

	Expected problem
	Nature of available guidance
	Typical Frequency

	Parent requesting help with the cost of a school trip – job holder acts on own initiative to come to an arrangement with the parent.
	General ruling to help where possible if the trip is necessary for curriculum or pastoral development of the pupil.
	Weekly

	Parents continuously not paying money owed, chases up payment


	Experience, initiative, precedents
	Monthly

	Unexpected problem
	Nature of available guidance
	Typical Frequency

	An unexplained item appears on the CWaC or school fund bank statements. Job holder contacts the relevant bank to resolve.
	Experience, initiative
	A few times a year.


g)
Give two examples of problems or decisions the jobholder would be expected to refer to their supervisor/manager. How often do these occur?

	Problem or decision
	Point of referral
	Typical Frequency

	Requests from member of staff for major or unusual expenditure that don’t fall within the petty cash guidelines.
	Line Manager to approve or seek approval
	Few times a year


	Returned cheques form parents
	Refers to Bursar for a decision about the way forwards – takes steps to ask for the money, but decision about what do next rests with Senior Managers
	Few times a year



10     PHYSICAL DEMANDS

	Physical Demand
	Typical

Duration
	How often?
	Other details

(eg how heavy?)



	Mainly sedentary job, using VDU and keyboard and getting up and down to deal with other issues
	90% of day – some longer periods of up to 2 hours
	Throughout working day
	


11     MENTAL DEMANDS OF THE JOB

	Nature of task
	Mental Demand
	Duration
	Frequency


	Reconciliation of  bank statements for school fund and CWaC accounts
	Concentration to check figures and ensure accuracy, making various calculations and comparisons
	3 hour approx
	Monthly

	Checking of invoices and dealing with other financial information eg budgets, other charges
	Concentration, accuracy, attention to detail, awareness and alertness. Analysis of information
	3 hours
	Daily

	Cash handling re student and staff payments
	Concentration
	3 hour
	Daily

	Preparation of and handling/banking of cash
	Concentration and attention to detail. Making various calculations and allocation of cash/cheques to various school accounts
	3 hours
	Weekly

	Analysis of external grants expenditure
	Concentration, attention to detail, be aware of deadlines
	
	3 or 4 times per year

	Recharges i.e. mini bus charges, reprographics charges
	Concentration, attention to detail, analysis of information, making various calculations and comparisons
	3 hours
	Twice termly


To what extent is the job subject to work-related pressures e.g. regular deadlines, frequent interruptions, conflicting demands?

	Nature of pressures 

/ interruptions


	Source
	For how long?
	How often?

	Interruptions

	From face to face and telephone callers, also staff requiring information or cash – the jobholder sometimes has to leave often complex job in hand to deal with new demand or switch between computer packages.
	Varies
	Frequently throughout the day

	Conflicting demands
	Balancing special requests for work with deadlines with cyclical work with deadlines. The jobholder has to switch and juggle tasks
	Frequently throughout the day
	Daily

	Deadlines
	Invoice payment
Internal deadlines, School year cycle End of financial year – closure of accounts

Insurance returns

CWaC returns
	Varies
	Daily, Weekly,

Monthly, Annual

	Pupils/staff
	Money is paid in every day by pupils/parents for eg. trips, special events – post holder responsibility to make sure the money is paid in to the right account and is accurately recorded in School Cash Office.
	Varies
	Throughout the day

Weekly banking/entering to package.


If the jobholder is subject to any other form of mental demand, please give details below.
Ad hoc work demands – has to leave one task and take on another more urgent one – daily

12     EMOTIONAL DEMANDS

	Nature of the task being performed by jobholder.


	Behaviour / source of the emotional demand
	Frequency (per day/wk/ month)



	Dealing with students and parents face to face or by telephone – lots of different backgrounds and needs
	Privy to information which affects the emotional well being of the job holder. Parents angry or upset – impacts on the jobholder
	weekly


13     WORKING CONDITIONS

a)
In what kind of places does the jobholder normally work (eg office, library, gardens, clients’ homes)? 

If more than one, give approximate proportion of time in each.

	Location of work


	Proportion of time

	School finance office
	100%


b) If the jobholder works outside, are they expected to work regardless of the weather or are alternative arrangements made eg work on other duties?


n/a
c) What unpleasant environmental working conditions or behaviour from other people are met in performing the job? (See guidance notes for examples)

	Working Condition or Behaviour from other people


	How long does it last at any one time?
	How often does it typically occur?

	Parents may be upset or irate if they object to paying money owed 

Occasionally deals with highly emotive callers
Occasionally deals with angry or abusive pupils


	5 minutes
	Monthly



d) What protection is offered (if any) e.g. against adverse weather (clothing, shelter), against infection, security measures etc.    
Not Applicable

OTHER CONSIDERATIONS

If you feel that there are other, special considerations which might affect the evaluation of this job, please give details.  

There is a need to keep up to date with new procedures, guidelines, and other constantly imposed changes to ways of working.
