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Ruislip Gardens Primary School    

Ruislip Gardens Primary School
                                              Job Description - Finance Officer

The following job description outlines the main responsibility covered by the post of Finance Officer.

Grade: APTC Scale 6: 26-28
Hours: 30 hours per week, TTO + 5 training days
Responsible to:
The Head Teacher and Governing Body
Responsible for:

The financial management of the school.

Consultation:

· Discuss with the Head Teacher and Governors finance issues and changes that need to be made to maximise financial control.
· Provide advice and assistance to the Headteacher and Governors on issues relating to financial policy and regulations.
· Familiar with LA financial procedures and recommendations for the school.
Principles

· The School Finance Officer will promote high standards of business within the administrative function of the school.
· The School Finance Officer will assist the Leadership Team in planning and managing the most effective use of resources in support of the school’s learning objectives.

· The School Finance Officer will work as part of the admin team to ensure the smooth, happy and efficient running of the school.

· The School Finance Officer will treat pupils, staff and parents with dignity, building relationships based on mutual respect.

· The School Finance Officer will be a reflective and honest practitioner.

· The School Finance Officer will be fully supportive of the school’s ethos and the value it places on creating a welcoming, reassuring and friendly environment for all.

Financial Duties

· To be responsible for the organisation and smooth running of the school’s financial systems ensuring all procedures meet SFVS standards and ensuring annual compliance.

· Prepare annual School budgets, including associated cash flows, at departmental and whole school level. Profile budget elements, having regarded both historical patterns and management requirements.
· Attend the meetings of the Resource Committee and to be responsible for giving an overview of the finances of the school outlining pressures and future spending priorities.

· Advise on general financial policy, including implementation of advice received from Chair of Governors, LA Finance Department and its auditors.

· Manage the school’s finances on a day to day basis, informing the Headteacher on a regular basis of the current position and any adjustments required.

· Prepare SFVS annual statement and associated documents such as Finance Policy.

· Maintain an analysis of costs and statistical information and manage the computerised financial system.

· Maintain all school accounts, including the Private Account, in accordance with the London Borough of Hillingdon’s financial regulations and school policy.

· Provide financial reports using the SIMS FMS and FPS system and/or spreadsheets as necessary.

· Monitor income and expenditure in relation to the budget, preparing income and expenditure accounts, balance sheets and final accounts to LA audit requirements.
· Scrutinise and pay all invoices and statements of accounts and prepare all cheques for signature.
· Responsible for the preparation of bids in respect of grant applications.

· Recover all outstanding debts following the schools Debt Management Policy.
· Prepare and submit monthly budget share, quarterly reconciliation of school computerised budget share, reimbursement of VAT, Capital returns and other reports required by the LA, following the Schools Finance Returns timetable.
· Purchase all items as and when required by the school (keeping records of all orders), ensure prompt delivery and apply quality and stock control. Process all orders and payments promptly, ensuring efficient control.

· Check and reconcile statements of accounts, currently twice monthly, using the SIMS FMS computer package.

· Responsible for negotiation of contracts for products and services, bearing in mind the principles of Best Value, and for advising staff and governors of details.

· Undertake personally all routine correspondence relating to accounts work.

· Receive, administer and be responsible for safe keeping of all monies, e.g. charities, book fairs, school trips, sales, uniform and milk.

· Responsible for the banking of all school monies on a monthly basis.

· Prepare all cheques for authorisation and signatures.

· Prepare monthly reconciliation of bank accounts.

· Administer the letting of school premises and facilities to the school, for local community organisations and others. Raise invoices in FMS Accounts Receivable and ensure prompt payment is received.

· Maintain an up to date filing system.

· Maintain the school inventory on FMS Equipment Register and ensure it is kept up to date.
· Assist staff on the legislation regarding school visits, taking into account the school charging policy and the constraints of the Education Act.  Undertake financial recording for such visits.

Analysis

· Update financial policies, procedures and SFVS documentation following Governing Body and LA procedures.
· Consider the effectiveness of the system of reporting and suggest improvements in consultation with the Head Teacher and/or Governors.

· Obtain necessary professional development in order to provide the most effective financial support to the school.

Personnel

· Maintain staff contracts and records relating to pay in SIMS.net Personnel, FMS and FPS.

· Ensure pension obligations are managed both for Teachers Pension and LGPS.

· Ensure monthly overtime claims are verified and submitted on monthly basic.

· Confirm incremental rises to payroll and mange progression thorough scales.

· Record staff salaries on a monthly basis, ensure they are charged to the correct budget headings and codes on FMS.

· Responsible for monitoring the salary payments as per the budget for both permanent and supply staff and to investigate any discrepancies with the Payroll provider
· Provide all information required by Payroll Services, including details of new employees and changes of details for existing employees
· Provide details required for payment of casual staff and process payment of supply teaching staff.
· Ensure all payments of salaries and wages are made through the payroll system.

· Liaise with Payroll Services in relation to statutory returns to public authorities.

· Compile, analyse and report on staff records as required by Head Teacher, Governing Body and DFES.

· Ensure that the requirements of the Data Protection Act are met.

· Record staff absence in SIMS.

Co-ordination

· Maintain records of companies and products that may be useful to the school.

· Ensure all contracts for products and services are kept up to date.

· Assist to organise tendering processes in accordance with the financial procedures, to ensure the school receives best value for money and monitor the quality of those purchases and advise new suppliers where appropriate.
· To liaise with the Site Manager and Assistant Site Manager on requisitions, contracts and orders for cleaning materials.

· Comply with LA regulations and guidelines and prepare income and expenditure accounts and balance sheets and final account for audit for the Headteacher and Governors as required.

Supporting the School
· To attend and participate in relevant meetings, in particular the termly evening meeting of the Resources Committee.
· To attend training as required.

· To support the wider aspirations of the school.

· To comply with and assist with the development of policies relating to the Resources Committee.

· To ensure professional confidentiality.

Safeguarding

To have due regard to safeguarding and promoting the welfare of children and young people and to follow all associated child protection and safeguarding policies as adopted by the school and LA.

To attend annual safeguard training 

Data Protection
To be completely aware of responsibilities at all times under the Data Protection Act 1998 for the security, accuracy, and significance of personal data held on computerised systems.


General
The Post Holder must be aware of the confidential nature of the work required.

Given the Post Holder's location in the school office it is expected that, as and when required, they provide basic support to the team at times of peak activity e.g. answering calls or greeting a parent.
The Post Holder will be expected to undertake such other tasks that are commensurate with the general level of responsibility and scope of the post, as may be decided by the Headteacher or Governing Body in the context of the school’s changing needs.

In the absence of the Head teacher, the Finance Officer will be responsible to the Deputy Head teacher, Assistant Head teacher or any other Senior Management Staff designated by the Head teacher.

This job description may be amended at any time after consultation with the post holder.

