THE HEATHLAND SCHOOL

FINANCE OFFICER

Scale: 4/5 
40 weeks per year
Actual salary: £24577 - £27981
 36 Hours per week 
Responsible to:
Assistant School Business Manager

JOB PURPOSE

1. To assist the Assistant School Business Manager in the school’s financial administration and be responsible for all financial and accounting procedures in accordance with the Local Authority’s financial regulations and any audit rules and regulations from the Department for Education (DfE) and Education Funding Agency (EFA).

2. To be responsible for managing the school’s financial management system (FMS) and providing information to the Assistant School Business Manager.
3. To be responsible for managing the functions, staff and resources of the school’s Finance Office to deliver the financial services required to students, staff and outside agencies.

4. Ensure the school’s ‘Best Value’ policy is followed for all expenditure. 

KEY ACCOUNTABILITIES

Responsible to the Assistant School Business Manager

1. Maintain the school accounts for the delegated budget using FMS and the unofficial school fund using Quick Books. 

2. To ensure all income due to the school is received and liaise with the Local Authority (LA) in matters relating to day to day management of the school’s finances. 

3. Ensuring that all financial transactions in the school are carried out in accordance with the DfES, LA and school financial regulations.

4. To facilitate audit procedures as necessary, including arranging the annual audit of the private accounts with external auditor. Ensuring that any recommendations for improvement are subsequently implemented. 

5. Ensure accurate VAT accounting and payment, and that VAT reclaims returns are submitted monthly.

6. Administer the on-going record of expenditure of each spending cost centre, informing the Assistant School Business Manager of any over/under spending of budgets. 
7. Be responsible for the administration of the petty cash including reimbursement to staff for expenditure and recording payments monthly.

8. Ensure the proper collection by liaising with G4S, managing the contracted account, recording and banking of school monies and issuing of receipts for lettings, minibus, fundraising events & lost books. 

9. Be responsible, in liaison with the Premises team, for the issue of permits for out of hours school usage, collection of money for lettings and sending to the LA. 

10. Be responsible for ensuring the minibuses are legally compliant by updating the fleet insurance, tax and breakdown cover. Liaising with the Site Manager for the upkeep and other required documentation. 

11. Check all draft orders are correctly completed and entered on SIMS, organise the signing of orders and despatch. Check deliveries where appropriate and liaise with suppliers.

12. Ensure purchase invoices are certified as correct for payment and pay on time.

13. Maintain and oversee all bank accounts including the private accounts and the school’s procurement card, completing monthly reconciliations and reporting banking errors to the Assistant School Business Manager.  

14. Assist in the preparation of end of year accounts. 

15. To manage the ParentPay system for school meals, trips, visits and resources. To provide advice and support re. ParentPay as required. 

16. In conjunction with the Assistant School Business Manager maintain all school insurances (including school trips) and process claims and administration. 

17. Be responsible for coordinating the school’s and department’s inventories ensuring it is maintained and regularly updated. 

This job specification may be re-negotiated if the needs of the school change in the future

THE HEATHLAND SCHOOL

Finance Officer

Person specification:

Responsible to: School Business Manager

	                ESSENTIAL                                                                        DESIRABLE



Skills, Attributes

	· Good GCSE passes in English and Maths or equivalent
	· Knowledge of a secondary school working environment

	· Level 2 Accountancy qualification or equivalent 
	· Knowledge of School Information Management Systems (SIMS)

	· Knowledge of basic financial procedures, policies and accounting code structures
	· Knowledge of FMS, Quick Books and Parent Pay

	· Excellent organisation skills
	

	· Ability to plan for and meet deadlines
	

	· Ability to work in a team
	

	· Commitment to confidentiality
	

	· Understanding of safeguarding in a school context
	


Experience

	· Intermediate to advanced knowledge of Microsoft Office (e.g. Excel, Word)
	· Experience of control account reconciliations




Reliability and time-keeping

	· Good punctuality
	

	· A willingness to be flexible at particular times of the year
	



