	
JOB DESCRIPTION
	


	Service Area:




	Section / Team :

	Post Reference No:



	Location: The Castle School



	Job Title:   Finance Officer
	Grade/Salary Range: G


	
	

	JOB PURPOSE

	Supporting the School Business Manager to provide an effective and efficient financial support service within the school. 



	DESIGNATION OF POST AND POSITION WITHIN DEPARTMENTAL STRUCTURE

	



	MAIN DUTIES AND RESPONSIBILITIES

	1. To prepare monthly budget monitoring reports for completion by the School Business Manager
2. To provide support as relevant to the Head Teacher and Deputy Head Teachers in absence of the SBM 
3. To assist SBM in preparing the budget for school expenditure and establish proper expenditure controls
4. To support audit procedures and Schools Financial Value Standards 
5. To manage the Private Fund finances by ensuring controls over recording, banking and reconciling money received by the school are followed plus organising an annual audit
6. To reconcile the Imprest bank account and perform Monthly Imprest claim
7. To ensure monthly and annual reconciliations are performed

8. To ensure inventories of equipment and stock are maintained and that loans of equipment are recorded.
9. Liaise with suppliers, raise and follow-up outstanding purchase orders 

10. Check invoices, make payments and prepare bacs & cheque runs
11. Administration and monthly monitoring of purchases made using the school’s E-procurement card
12. Monitoring of team educational supplies expenditure against budgets, advising SBM of any potential overspends
13. Ensure all fees, lettings charges and non-invoiced is collected and recorded 
14. Ensure the administration of school trip processes follow the school’s agreed procedures
15. To check overtime sheets and unpaid hours against payroll transaction listing

16. Procure resources for the whole school, ensuring best value is obtained on all orders and that efficiency savings are made across the Key Stages
17. Liaise with teams, checking items of stock and that orders are within budget allocations,   distributing goods to teams and checking delivery notes and invoices.
18.  To assist SBM in all aspects of Health and Safety, to prepare and review risk assessments, to maintain COSHH folder and update and review Fire Log Book when required
19. To recognise health and safety is a responsibility of every employee, to take reasonable care of self and others and to comply with the WBC Health and Safety policy and any service-specific procedures / rules that apply to this role.
20. To promote equality as an integral part of the role and to treat everyone with fairness and dignity.
21. The postholder is responsible for ensuring that the school child protection policy is adhered to and concerns are raised in accordance with this policy.
22. To undertake any other duties that reasonably fall within the role


	

	SCOPE OF JOB (Budgetary/Resource control, Impact) 

	There is no direct budgetary responsibility for this role.



	
PERSON SPECIFICATION
	

	
	

	Job Title: Finance Officer
	Service Area:



	Reports to (job title): School Business Manager

	Post Reference No:



	* E = Essential Criterion (required at point of recruitment)     D = Desirable Criterion (can be developed over time)


	 

	KEY CRITERIA                                                                                                        * E/D ?            
	                                                                   
	 CONTEXT  (How the criterion will  be used in the job)



	Qualifications and Experience

Educated to A-Level standard or equivalent
An accounting qualification or experience of working in a finance environment
First Aider Qualification

Experience of SIMS/FMS
	E
E
D
D
	This is essential to ensure that the postholder is able to use all of the systems required. 
This would be beneficial to understand the IT systems used and general knowledge of answering calls and having face to face discussions. 

First Aiders are required across the school and so a qualification would be beneficial

To have confidence using the schools financial systems

	Knowledge
Good understanding of office equipment including photocopiers, printers etc
Good numeracy and literacy skills

Experience of budgetary and financial management issues 
Knowledge of basic Health & Safety issues

The post holder is responsible for ensuring that the school child protection policy is adhered to and concerns are raised in accordance with this policy

	E
E
E

E
E
	This role requires constant use of this equipment and therefore it is essential that someone has an understanding of these when they arrive. 
To be able to create correspondence, take minutes and deal with basic financial issues

To ensure understanding of the school’s budgets and other financial commitments
To be able to assist the SBM with health and safety.



	KEY CRITERIA


	E/D ?
	                                                   CONTEXT (How the criteria will be used in the job )

	Skills and Abilities

Ability to use Email and Outlook and to use a web browser to access information

Basic ability to use Microsoft Office software

Work constructively as part of a team
Able to work to tight deadlines

	E

E

E
E
	The administration team is essential to the efficient running of the school and team work plays a huge part in this.

This role is deadline driven with people requesting budget information for specific dates.  

	Work-related Personal Qualities 

Calm and relaxed under pressure
Respects confidentiality


	E
E

	A role in school often can be varied and busy and requires someone who can be calm and relaxed in those situations

This role will be involved in confidential meetings and in dealing with confidential paper


School Business Manager 





Headteacher





 Finance Officer








Job Descriptions and Person Specifications                Version 1                                                                                             Nov 2015

