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JOB DESCRIPTION



	DIRECTORATE:

Education


	NAME OF SCHOOL:

Ben Jonson Primary School

	POST TITLE:

Finance Officer


	GRADE:

TTO  + 5 days Scale 6

	RESPONSIBLE TO: School Business Manager 


	PURPOSE OF THE JOB

· To work as part of the administrative team, supporting the school in achieving its vision and objectives by providing administrative and finance support.
· To work with the school business manager to ensure effective administration and day to day efficiency. 



	KNOWLEDGE AND UNDERSTANDING

· Must have a good understanding of the purpose of primary education and knowledge of priorities in schools

· Must have an understanding of the responsibilities of senior leaders and teaching staff in schools

· Skills in managing the school MIS system SIMs and other data systems e.g.  Excel

· Good oral and written communication skills.



	MAJOR DUTIES AND RESPONSIBILITIES
Providing efficient finance assistance to the school business manager, including:

· Maintenance of accounts filing system, suitable for auditing purposes

· Assisting the school business manager with the production of financial reports for governors, senior leaders and LA use.

· Being responsible for all computerised ordering and payment of goods and services within the school and for ensuring that separation of duties is maintained at all times. 

· To be compliant with and work within the Financial Procedures policy and the Scheme of Delegation.

· Ensuring that procedures are followed to ensure that deliveries are verified and signed for and that discrepancies are fully resolved before processing payment of invoices. 

· Ensuring that the school is being billed and credited correctly by suppliers and to query billing where necessary. 

· Being responsible alongside administrative officers for monies collected in respect of school outings, clubs, residential journeys and pupil photographs and similar activities. 

· Being responsible for ensuring that efficient and safe routines are maintained concerning collection, security and distribution of cash. 

· Being responsible for all banking of money on behalf of the school, in line with the terms of the school insurance. 

· Being responsible for processing insurance claims on behalf of the school, for renewing licences where necessary and for other similar tasks, as may be required. 

· Responsible for and working with administrative officers to maintain and update the asset management system (Parago). 

· To be responsible for monitoring school meal debt reports and for instigating follow-up action with parents. 

· Being responsible for submitting termly Finance Returns to the LA.

· Reconcile bank statements within a week from the school receiving them as required. 

· Assisting with any fundraising and sponsorship. 

· Assisting the School Business Manager with monitoring expenditure and ensuring effective budgetary controls. 

· Acting in accordance with SFVS protocols guidance at all times. 

· Maintenance of the SFVS file under the guidance of the School Business Manager.

· Assisting the School Business Manager with defining and adhering to all accounting and financial management regulations and procedures, computerised and manual, and the management of all school funds. 

· Being able to interpret matters of policy/procedures/stature to ensure schools compliance and to initiate appropriate action within her/his area of responsibility. 

· Being responsible for regular and accurate filing of all finance-related documentation and for the annual review of storage of documents relating to the previous financial year. 

· Supporting the work of the School Business Manager with regards to all issues relating to the finances of the school. 
Organisational Details

·  Take part in the corporate life of the school, such as attending special events and celebrations
·  Participate in the performance management process.

· To be able to adapt to the continuing changes and priorities of school.

OTHER DUTIES AND RESPONSIBILITIES
· To ensure all duties and responsibilities are discharged in accordance with the school’s health and safety at work policy.
· Provide effective administrative and secretarial support to the office/business managers.
· Assist the school by promoting and maintaining good relationships with pupils, staff, governors, parents, and external agencies in order to promote the objectives of the school

· Provide hospitality and refreshments for visitors and parents if necessary.

· General correspondence of a routine nature.

· To undertake other reasonable duties commensurate with the grade of the post as directed by the manager or senior team and relevant to the post.


	PERFORMANCE MANAGEMENT
Performance management assessment will be based on the responsibilities listed above and judgments will be made against these as part of the school’s performance management/appraisal cycle.

CONDITIONS OF SERVICE

Governed by the National Agreement on Pay and Conditions of service, supplemented by local conditions as agreed by the governors.

EQUAL OPPORTUNITY
To ensure equality of opportunity for all and to oppose strongly any form of discrimination.

SAFEGURDING CHILDREN

Ben Jonson Primary School is committed to safeguarding and promoting the welfare of all children and expects all members of staff to share this commitment. 



	The above job description was agreed on …………………………… (date).  It may be reviewed and/or amended at any time but before this happens you will be given appropriate opportunities to discuss the proposed amendments.  It will be reviewed as part of the annual performance process.

___________________________________________________Signed by (Post holder)

___________________________________________________Signed by (Headteacher) 



