The Hertfordshire & Essex High School and Science College

SUPPORT STAFF JOB DESCRIPTION

Job title:  
Finance Officer
Job holder:

Reports to:
Finance Director
Date: 

January 2019
1
Purpose of Job

To administer the process and procedures of the finance function.

To give first aid assistance to students and staff
2
Main Areas of Responsibility
· To be responsible for placing of orders both electronically and on the PSF system on receipt of a signed Internal Request
· To be responsible for the processing of invoices including coding, entering onto PSF and obtaining authorisation.
· To administer the payments for the 16-19 bursary payments keeping clear and concise records.
· To be responsible for scheduled payment runs for the payment of authorised invoices. 
· To provide assistance with routine enquiries on the PSF finance system

· To be responsible for raising invoices for income including lettings, nursery, the peripatetic music tuition and any other income generated by the Trust. 
· To ensure aged debt is checked monthly and outstanding queries are dealt with in a timely manner

· To administer the cashless catering system, including biometric scanning for students and staff and the setting up of new year groups.  

· To analyse and process photocopy charges monthly analysis and recharge to faculties accordingly

· To administer finances retained in the safe and ensure that accurate records are kept.

· To administer Gift Aid declaration

· To issue receipts as appropriate

· To be point of contact for students reporting faults with the school vending machines
· To provide back-up for First Aid assistance as required
3
Line Management
· Formal line management meetings will take place at least termly and on an ad hoc basis at the request of either the line manager or the postholder.
4
Supervision

· Finance work is undertaken in close liaison with the Finance Manager.
· First Aid is carried out largely without supervision.
· Matters of policy are discussed as the need arises with the line manager
5
Person Specification including Knowledge, Experience and Training

· Secondary education to Ordinary/GCSE 

· An understanding of financial principles is required
· Use of PS Financials is desirable but not essential as training will be provided

· First Aid Certificate – training will be provided if required

· Proficient in the use of Microsoft excel and word

6 
Safeguarding Children
· The school is committed to the safeguarding of the children in its care.  To this end all employees will need to undergo pre-employment checks including references, a check of any relevant qualifications, photo and address identification.  

· All posts in a school are deemed to have a high degree of contact with children and are, therefore, exempt from the Rehabilitation of Offenders Act 1974.  An enhanced disclosure will be sought through the Criminal Records Bureau as part of the pre-employment checking process.  Additional information about the Criminal Records Bureau and the checking process is in the guidance notes accompanying the form.
7 
Additional Information
· The postholder is responsible for the finances process for Herts and Essex Multi Academy Trust and all subsidiary accounts. 3
· The postholder is responsible for the supervision of duties passed to the Finance Assistant.
· All employees are expected to contribute to and support the overall aims and ethos of the school and to participate in training, performance management and personal development.

· All employees will need to confirm their right to work in this country, or seek sponsorship to work via the school, where appropriate.
· This is a ‘job description’ only and is not necessarily a comprehensive definition of the post.  It may be subject to modification or amendment, after consultation with the holder of the post.

8 
Contracted Hours and Pay Scale
· 37 hours per week, term-time plus 15 days (42 weeks + 5.9 weeks’ paid holiday – or more if more than 5 or 10 years’ local government service)
· annual leave entitlement (n/a)

· HAY 4: points 17 – 20
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