
 
 

   VACANCY DETAILS FOR FINANCE OFFICER 

 

Reporting to: 

School Business Manager 

 

Terms:  

Permanent, term time (39 weeks) plus 15 additional days (9 days in the summer holidays 

and the equivalent of 6 days in either the holidays and/or term time, which may include 

evening functions, at the school’s direction) 

 

Hours of work:  

Monday – Friday 8.00-17.00 

 

Salary:  

£25,000 - £28,000 depending on experience 

 

Start date:  

Monday 11th May 2020 

 

Main Purpose of Job 

To prepare timely monthly management accounts and other financial reporting, and ensure 

financial systems and processes comply with school regulations and achieve value for 

money. 

Main responsibilities and tasks 

 To provide efficient and effective support to the Business Manager in the preparation of 
the school’s monthly management accounts and other financial information 

 To ensure that financial procedures are followed by all staff 

 To maintain the accuracy and validity of the accounting system 
 To maintain the confidentiality associated with financial support services 
 To line manage other members of the school finance team where required 

 

Duties associated with the Key Responsibilities 

• To assist with the preparation of monthly management accounts and other financial 

reports and the completion of financial returns as required by the Business Manager, 

Head Teacher and/or Chair of Governors. 

• To monitor expenditure against the agreed school budget meeting regularly with budget 

holders. 

• To assist the Business Manager prepare monthly management reports for the Governing 

Board which detail year to date and the forecast end of year position. 

• To complete monthly bank reconciliations and investigate any discrepancies. 

• To undertake other month end procedures to ensure the school’s financial transactions 

have been correctly reconciled in a timely manner. 

• To be responsible for the monthly payroll reconciliations including all casual and overtime 

claims. 



 
• To assist the Business Manager in the monthly VAT reporting. 

• To ensure the effective management of the school’s financial records and accounting 

systems. 

• To assist with the timely processing of all purchase invoices and the preparation of 

regular BACS payment runs for all of the school’s suppliers within appropriate time limits 

and ensuring all audit requirements are fulfilled. 

• To maintain the fixed asset register in line with the Governors’ requirements and ensure 

it is updated regularly. 

• To ensure effective debt management control highlighting concerns to the Business 

Manager. 

• To ensure the Governors’ procurement rules are always applied in respect of all orders 

ensuring best value in line with the finance policy. 

• To ensure compliance with Trust financial regulations and keep up to date with relevant 

legislation. 

• To monitor the operation of policies concerning procurement and prepare reports if 

required. 

• To liaise with external and internal auditors when visiting the school as required by the 

Governors. 

• To be responsible for all financial and management controls for the letting of premises. 

• To assist the Business Manager with the preparation of any business plans or other 

business development opportunities. 

 

Other Duties 

• To promptly deal with relevant correspondence and maintain an efficient system for all 

data 

• To participate in any staff review/performance management processes involving 

identifying and meeting of training needs for self and others. 

• To contribute to finance and other policies as and when appropriate 

• To undertake any other tasks and responsibilities appropriate to the level of this post as 

required by the School Business Manager  

 

 

 

 

 

 

 

 

 

 

 

 



 
 

PERSON SPECIFICATION 

We are looking for someone who has experience in bookkeeping and financial processing 

and who is keen to learn and shape this role.  

 

 Essential Desirable 

Qualifications and 
training 

 At least five GCSEs, which must 
include at least a C grade in maths and 
English (or comparable qualifications). 

 Finance related training and/or 
qualifications 

Experience 

 Experience in finance processing and 
bookkeeping including purchase 
ledger input and maintenance, 
invoicing and reconciliations 

 Experience of preparing management 
accounts   

 Experience with finance systems 
(e.g. PS Financials, Sage or 
similar)  

 Experience working within a 
busy school or office 
environment. 

Skills and 
knowledge 

 Be adept at problem-solving, including 
being able to identify and resolve 
issues in a timely manner. 

 Possess strong interpersonal skills. 

 Be able to communicate clearly, both 
in writing and orally. 

 Effectively read and interpret 
information, present numerical data in 
a resourceful manner, and gather and 
analyse information. 

 Be organised, accurate and thorough 
in their work. 

 Be dependable, able to follow 
instructions and respond to 
management directions. 

 Have good working ICT knowledge 
including Microsoft Office. A good 
working knowledge of Excel is 
essential. 

 Have a willingness to extend skills 
through appropriate training. 

 The ability to record and analyse data 
using different systems.  

 An understanding of the importance of 
confidentiality 

 

 Understanding and compliance 
with the Academies Financial 
Handbook 



 

Personal attributes 

 Initiative and resourcefulness 

 Calm and professional 

 Thorough, with good attention to 
detail 

 Highly efficient and organised 

 Adaptability; someone who can deal 
with change in a growing organisation 

 Understanding of Keeping Children 
Safe in Education and the wider 
safeguarding agenda 
 

 
  

 

 

 

 

Application process 

 The deadline to apply for this post is 5.00pm on Wednesday 29th April, however we 

will interview candidates upon receipt of suitable applications, therefore early 

submissions are encouraged. Interviews will still take place despite any school 

closures.  

 Contact us if you would like more information about the school or the position on 

jobs@maryleboneschool.org. 

 Complete the application form fully, including the separate supporting statement 

(maximum 2 pages). 

 Send your applications to jobs@maryleboneschool.org or apply via the TES. 

Interview process  

 Interviews will still take place despite any school closures.  

 We will only interview candidates who provide two satisfactory referees.  

 The interview process will include an interview and a series of finance tasks to 

complete. 

 We will inform all invited candidates of the outcome of their application and offer 

feedback to those who are unsuccessful. 
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