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Finance Officer Job Description

	[bookmark: _Hlk94810486]Job Title
	Finance Officer

	School
	Wyvern Academy  

	Grade
	E

	Reporting to
	Senior Finance Officer/Operations Manager

	Contract
	Permanent, Term time only 



Main Purpose of the job
· Ensuring that the Finance functions run smoothly in the Academy, supporting the Business Manager, budget holders, non-financial colleagues and external agencies in a proactive, efficient and supportive manner.
· Ensuring that all records and matters are compliant with the Accounts Direction, Articles of Association, Scheme of Delegation, Funding Agreement and the DfE Handbook.
Duties and Responsibilities 
· Raising orders and inputting invoices on the finance system, ensuring that the correct expenditure codes are used, and VAT is recorded correctly.
· Preparation and raising of sales invoices
· Processing of bank transactions
· Dealing with queries from suppliers, debtors, budget holders and other stakeholders
· Chasing overdue orders and payments
· Assisting budget holders in costing purchases, always ensuring best value
· Dealing with finance queries as required. 
· Provide budget holders and non-financial colleagues with help and advice when required
· Assisting as required with Month-End reports
· Assisting as required with Year-End reports and Audit
· Maintaining high standards when managing confidential information and always complying with the Academy’s data protection procedures and legal requirements

[bookmark: _Hlk214016356]Personal and professional conduct

· Develop effective professional and constructive relationships with colleagues
· Uphold public trust in the profession and maintain high standards of ethics and behaviour, within and outside school
· Understand and act within the statutory frameworks setting out their professional duties and responsibilities 
· Contribute to the development, implementation and evaluation of the school’s policies, practices and procedures, so as to support the school’s values and vision
· Be required to safeguard and promote the welfare of pupils and follow school policies and the staff code of conduct.

Other

· Promote the safety and wellbeing of pupils
· Maintain good order and discipline among pupils, managing behaviour effectively to ensure a good and safe learning environment
· Be responsible for your health, safety, and welfare in accordance with the School’s policy and the Health and Safety at Work Act, 1974.
· Perform your duties in accordance with the School’s Equal Opportunities Policy and Safeguarding Procedures.
· Perform all duties efficiently and with the utmost care and confidentiality.

[bookmark: _Hlk214011464]Please note that this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that you will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager.









 Person Specification 
	Criteria
	Qualities

	Qualifications and experience
	Essential:
· Maths & English GCSE Grade C or above (or Equivalent)
Desirable:
· Finance Qualification
· Experience of working in a financial capacity
· Experience of PSF / IRIS Finance software
· Experience of working in an educational environment

	Skills and knowledge
	· Good ICT skills
· Good organisation and record keeping skills
· Good communication and interpersonal skills
· Ability to work as part of a team
· Ability to work under pressure and meet deadlines
· Reliable and punctual

	Personal qualities 
	Share our vision
A commitment to getting the best outcomes for all students and promoting the ethos and values of the school
High expectations for children’s attainment and progress
Ability to work under pressure and prioritise effectively
Commitment to maintaining confidentiality at all times
Commitment to safeguarding and equality
A belief that ALL students have the right to an education
Resilience – tomorrow is a new day with new opportunities.

	Other factors

	Satisfactory pre-employment checks including DBS, references and full career history
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