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Copley Junior School

Finance Officer
Roles and Responsibilities
	1. Finance 

	Develop and maintain effective budgetary control processes by:
· Advising the Headteacher and Governors, and, where necessary, provide guidance on the best way of maximising the use of financial resources to meet the School’s needs.
· In conjunction with the Headteacher and Governors, ensuring financial resources are optimised and utilised for best outcomes.
· Ensuring the Headteacher and Governors are provided with accurate, timely and relevant monitoring information including analysis of trends and projected expenditure. 
· Provide regular budget monitoring and revisions, identifying and reporting concerns to the Headteacher and Governors.
· Preparation of budgets and completion of statutory returns in order to meet legislative requirements in line with corporate accounting standards and timescales.
· To carry out the required monthly balances and checks, for example, FMS Balance checks, payroll, creditors, debtors, bank reconciliations. To raise invoices and complete bank payments where necessary.
· Ensure all requirements of corporate financial regulations and the scheme for financing schools are complied with.
· Where cases of non-compliance are identified liaise with the Headteacher and Governors.
· Undertake the administration of HR and payroll systems

	2. Supplier Database 

	· Management of the supplier database. This involves the checking and authorising of new suppliers, monitoring school local supplier list and suppliers bank account change requests.


	3. Data Protection 

	· To be the central point for data protection recording and advice. This will involve liaising with the external Data Protection Officer/service that the school currently purchase.

	4. General

	· The post holder must commit to undertake the necessary training to ensure that they have sufficient knowledge to carry out their duties effectively and to be able to provide up to date data protection advice. 
· To comply with school policies and procedure, also government guidance relevant to the post holder’s duties. This will be with the support of the Headteacher.
· There may be occasional attendance to meetings after hours.
· Occasional minute taking.
· To work as part of an effective team, supporting and positively inspiring confidence amongst colleagues

	5. Wider roles within the office

	As part of the office team, you may also be required to support with the following:
· Deal with complex reception/visitor etc. matter
· Contribute to the planning, development and organisation of support service systems/procedures/policies
· Support with the organisation of school trips/events etc.
· Supervise, train and develop staff as appropriate
· Manage manual and computerised record/information systems
· Analyse and evaluate data/information and produce reports/information/data as required
· Undertake typing and word-processing and complex IT based tasks
· Provide personal, administrative and organisational support to staff
· Provide administrative and organisational support to the Governing Body
· Undertake administration of complex procedures e.g. Schools Central record
· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfE
· Operate relevant equipment/complex ICT packages
· Provide advice and guidance to staff, pupils and others
· Undertake research and obtain information to inform decisions
· Assist with procurement and sponsorship
· Assist with marketing and promotion of the school
· Manage administration of facilities including use of school premises
· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos/work/aims of the school
· Establish constructive relationships and communicate with other agencies/professionals and the wider community
· Attend and participate in regular meetings
· Participate in training and other learning activities and performance development as required
· Recognise own strengths and areas of expertise and use these to advise and support others


	Please Note: 

	The Postholder’s duties must be carried out in compliance with the school’s policies and procedures, including child protection procedures and the Council’s Equal Opportunities Policy, Information Security Policies, Financial Regulations and Standing Orders, the Health and Safety at Work Act (1974) and the subsequent health and safety legislation.
These duties and responsibilities should be regarded as neither exhaustive nor exclusive as the Postholder may be required to undertake other reasonably determined duties and responsibilities commensurate with the grading of the post and in particular as contained in the employer’s guide entitled School Support Staff – The Way Forward’ commensurate up to and including Level 3.
This job description will be reviewed annually, as part of the school’s annual appraisal procedures or earlier if necessary.  It may be amended at any time subject to consultation with all relevant parties.
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