JOB DESCRIPTION
United Learning is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment



Role: 			Finance Officer 
Hours of work:		08:00 – 16:00, Monday to Thursday (4 days), all year round
Department: 		Business and Finance
Salary: 			Band 3, £24,388 actual FTE £30,486
Reporting to: 		Finance Manager

Main Purpose of Job

· To be part of the school’s finance team, involved in all aspects of financial processing and control including purchase requisitions, invoices, Arbor Pay, cash and bank reconciliation, petty cash and expenses processes. 
· To be responsible for the operation and financial administration of the school’s facility hire
· To be responsible for providing administrative services to ensure effective, efficient and accurate financial, lettings and administrative operations

Responsibilities of the Post:

Finance
	Purchase Requisition
· Processing requisitions to a tight turnaround:
· Checking supporting paperwork for completeness of information, such that the correct product or service can be ordered.
· Liaise with suppliers where the product/service is of a generic type to find the best value for money.
· Ensure all requisitions input on the system are authorised by the correct budget holder dependant on value and chase up any outstanding/rejected authorisations in a timely manner 
· Responsible for ensuring the correct authorisation processes are followed and accuracy in allocating items against the correct budget/coding.
· Follow up with suppliers/staff for any urgent, outstanding, missing orders or damaged deliveries and returns.
· Ensure and follow up with relevant requisitioners regarding receipting of goods once received and checked. 
· Ensure timely placement of requisitions, ensuring correct items are ordered and in liaison with relevant colleagues that deliveries are signed for and passed on to the correct people.

	Purchase Ledger:
· Receipt of supplier invoices/credit notes and prioritising of any requiring urgent authorisation/payment
· Checking against Purchase Orders/GRN’s 
· Sending invoices to the relevant budget holder for authorisation to pay.
· Inputting the invoices/credit notes on the financial system ensuring correct financial coding is used
· Make the Finance Manager aware of any invoices likely to be of a capital nature or requiring the cost to be spread over the remainder of the year.
· Reconcile supplier statements to accounts on our systems.
· Liaise with suppliers on outstanding invoices/credit notes, request copy invoices, and address other queries as appropriate.
· Raise new supplier request forms and amendments where required.
· Ensure all changes to a supplier’s sensitive financial date (name, address, bank details, contact details etc) are checked independently to avoid potential fraudulent requests.~



· Accurate and consistent coding-up of costs so that budget and financial control can be applied with confidence.
· Ensuring only authorised purchases/payments are made and that fraudulent request to change payment details are spotted and refuted. 
· Ensuring that the financial controls in place are always adhered to and any anomalies reported to the Finance Manager and Business Manager for action.

	Online Orders:
· Placing of purchase orders via the internet.
· Ensuring correct purchase requisition process has been completed (as above)
· Maintaining database of online supplier purchase accounts with appropriate links, usernames and passwords.
· Review of online accounts to ensure all items purchased are paid for, delivered and invoiced including requesting separate VAT where appropriate

	Sales Ledger:
· Raising of sales invoices 
· Managing the aged debtors – running reports monthly and in liaison with the Finance Manager working so resolve any aged debtors.
· Monthly credit control processes

	Maintenance of general ledger systems data:
· Liaison with central office on setting up new suppliers.
· Raise requests to Access Support for staff access to finance systems to be setup/amended.
· Request nominal code changes.
· Request supplier payment details updates.

	Recording goods receipt notes:
· Posting GRN’s onto the purchase requisition system matching quantity and price to Purchase Orders outstanding.
· Querying any quantity/price changes outside of system tolerances.
· Cancelling of any orders not fulfilled.
· Receipt and costing of goods 
· Ensuring that no unauthorised charges are incurred.

	Petty Cash:
· Processing petty cash requests
· Ensuring that receipts and relevant documentation are provided and recorded
· Ensuring that the Finance Manager has all petty cash information as part of the month-end processes

	Online payment system Arbor Pay:
· Undertake tasks related to the use of our online payment system 
· Liaise with staff wishing to set up new payment items (trips/events/fundraising) to agree content and terms including dates, description, deposit & cancellation terms, payment plans and amounts to be charged.
· Allocate relevant students to each payment item.
· Make transfers between lunch & other accounts and Arbor Pay items.
· Liaise with parents and pupils to issue account activation letters, password resets, and other account administration tasks and queries.
· Liaise with Arbor Pay where issues require their input to resolve.




· Produce reports for staff showing payments rec’d, and amounts outstanding for relevant payment items so staff can chase up, reconcile reports to staff paperwork etc.
· Archive old/completed payment items.
· Adhere to school policies on refundable deposits and cancellations, timely reporting of monies received and outstanding
· Provide a high level of customer service to both staff and parents.

	Other related duties:
· Supporting the Finance Manager with cashing up and preparing takings for banking, standing in for other finance team members as and when required. 
· Scanning and filing of financial documents.
· Maintaining the archives in line with document retention schedules.
· Provide guidance and training for staff and on financial aspects.
· Supporting the Finance Manager with the preparation of monthly department budget reports
· Assist the Finance Manager in annual budget preparation
· Make recommendations on improvements to internal controls and systems in general
· Supporting the Finance Manager with reminders to staff on finance policies and ensuring deadlines are met
· Supporting the Finance Manager with preparing business cases for capital spend as required
· Maintaining files to satisfy audit requirements


 
Facility Hire (Lettings)
	· To be the main point of contact for any lettings enquiries made via the booking system, on the telephone or in person
· To administrate the financial aspect of lettings i.e. raising invoices/receiving payments using the relevant computer systems
· To liaise with hirers in relation to any aspects of their booking
· To check and monitor any submitted documents and paperwork from hirers in relation to their bookings ensuring that no hire is confirmed without the required paperwork 
· To ensure that lettings contracts have been issued, agreed and returned prior to the commencement of any facility use
· To monitor any debtors and pursue any missing or late payments
· To raise any issues relating to payment problems, misuse of facilities, breach of contract to the Finance Manager, Facilities Manager and Business Manager
· To provide a daily list of bookings for the Lettings and Site Assistant / security guard 
· To undertake an annual benchmarking exercise to ensure that our facility hire prices remain competitive within the local area, liaising with the Business Manager regarding any findings and suggestions for changes to hire charges
· To liaise with the Catering Manager for refreshments as necessary
· To liaise with the site team regarding any special or specific requirements in relation to bookings



Other General Duties
	· To provide support in answering incoming telephone calls on the ring around system and filter calls / take messages. 
· To attend and participate in meetings as required.



· To attend staff INSET and CPD sessions as required.
· To be aware of and adhere to the School’s policy on Safeguarding Children and Child Protection.
· To adhere to the Safeguarding Policy regarding visitors and contractors signing in and out of the Academy building 
· To perform any other reasonable duties as may from time to time arise at the request of your Line Manager, the Principal or Vice Principal.




The above information is to help staff understand and appreciate the work content of their post and the role they are to play in the organisation. However it should be noted that whilst every effort has been made to outline all the duties and responsibilities of the post, a document such as this does not permit every item to be specified in detail. Broad headings may therefore have been used in which case all the usual associated duties are include in the job description. 


Person Specification: Finance Officer

Qualifications:

	Criteria
	Essential
	Desirable
	Measured

	5 x GCSEs grade C or above including English and Mathematics
	ü
	
	App/Certs

	AAT Level 2 qualification or to be working towards achieving this / be willing to undertake training / apprenticeship
	
	ü

	App/Certs



Knowledge, Skills & Experience:

	Criteria
	Essential
	Desirable
	Measured

	At least one years’ experience of working in a finance office environment
	ü
	
	App / Int

	Knowledge and experience of office administration procedures
	ü
	
	App / Int

	Knowledge of bookkeeping procedures
	ü
	
	App

	Knowledge of accounts payable, accounts receivable and
maintaining general ledgers
	ü

	
	App

	Ability to maintain a high level of accuracy in preparing and
entering financial information
	ü

	
	App / Int

	Confidentiality concerning financial files and information
	ü
	
	App / Int

	Computer skills including the ability to operate computerised
accounting, spreadsheet and word processing programs, and email at a highly proficient level
	ü
	
	App / Exercise

	Attention to detail and high level of accuracy
	ü
	
	App / Int

	Excellent customer service skills
	ü
	
	App / Int

	Excellent communication and interpersonal skills
	ü
	
	App / Int

	Ability to work to deadlines
	ü
	
	App / Int

	Ability to work as part of a team and to take direction where necessary
	ü
	
	App / Int

	A commitment to take part in all relevant in-service training and continual professional development
	ü
	
	App / Int

	An understanding of relevant legislation concerning Safeguarding
	ü
	
	App / Int
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