	TITLE:
	Finance Officer

	
	

	SCHOOL:
	Lealands High School

	
	

	RESPONSIBLE TO:
	Headteacher/School Business Manager

	
	

	GRADE:   
	L6 (SCP21 – 25)


PURPOSE OF POST:  The Finance Officer is responsible for providing an efficient and accurate finance and accounting service to the school and supporting the Business Manager with budget management & reporting, data analysis, payroll administration, submission of returns and reconciliations.
ORGANISATION CHART:  Headteacher/ School Business Manager 

                                              

           Finance Officer
PRINCIPAL RESPONSIBILITIES:                   




   %





       
	1.
	Maintain the school’s financial systems and monitor the school’s budgets and accounts, this includes:

· the recording of all school income and expenditure,

· the processing of orders and invoices, liaising with suppliers and debtors, supporting staff to source ‘best value’ options
· managing petty cash payments and corporate card payments and record keeping

· the provision of financial reports on a regular and adhoc basis, bringing any anomalies or deviations from budget to the School Business Managers prompt attention.

	45

	2.
	Manage all aspects of the customer facing finance services, such as:

· the student finance office (e.g. receiving and recording monies from students/parents)

· managing the cash office systems (Tucasi) such as software updates, monitoring/managing accounts,

· oversee recording of income and banking, production of daily, termly, yearly reports (including year end/new year processing).

	25

	3.
	Oversee and maintain the school accounts; 
· monitoring accounts and completing bank reconciliations
· processing of payments and income

·  weekly banking of cash/cheques received

· production of daily, termly, yearly reports (including year end/new year processing).

	10

	4.
	Support the letting of school facilities by:

· generating invoices, monitoring payments and bank reconciliation

· monitor accounts and debtors lists and liaise with Community Development Manager.

	5

	5.
	Support the School Business Manager with payroll processing, including:

· salary calculations, processing pay variances

· liaising with the school’s payroll providers to ensure the accuracy of staff payments
· liaising with third parties as required

· supporting staff with payroll queries.

	5

	6.
	Manage the administration and payments of all school trips;

· providing profit/loss reports as required
· monitoring student payments
· liaising with trip leaders and suppliers to source ‘best value’ options.

	4

	7.
	To be responsible for the school asset register, ensuring it is maintained and updated, liaising with the ICT team and Mitie team to update it.

	2

	8.
	Manage the student lockers, including;

· allocating lockers to students
· keeping relevant records
· managing overall maintenance. 

	2

	9.
	Provide generic administrative support to the School Business Manager and provide support to other areas of the school’s administrative services as directed.


	2


DIMENSIONS:
Supervisory Management:  Temporary assistants as needed
Financial Resources:
None

Physical Resources:
Office equipment
Other:



CONTEXT:  

All support staff are part of a whole school team.  They are required to support the values and ethos of the school and school priorities as defined in the School Improvement Plan.  They are required to support and follow all relevant school policies including those for behaviour and child protection. This will mean focussing on the needs of colleagues, parents and pupils and being flexible in a busy pressurised environment.  

‘The School is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment. Applicants must be willing to undergo child protection screening appropriate to the post, including checks with past employers and the Disclosure and Barring Service.  Disclosures are handled in accordance with the DBS Code of Practice which can be accessed on www.disclosure.gov.uk .

Person Specification

This acts as selection criteria and gives an outline of the types of person and the characteristics required to do the job.

___________________________________________________________________________________

Essential (E) :-  without which candidate would be rejected

Desirable (D):- useful for choosing between two good candidates.

	Please make sure, when completing your application form, you give clear  examples 

of how you meet the essential and desirable criteria.

	Attributes
	Essential
	How Measured
	Desirable
	How Measured

	Experience


	Experience of working in a busy and demanding environment. 

Knowledge and experience of using ICT including Microsoft packages such as Excel, Word and Outlook and Google.

	1,2
1,2


	Experience of administering budget and financial matters in a school or other medium/large complex organisation.
Experience of financial procedures, cash handling and cash security, preferably in a school or similar public sector environment.

	1,2
    1,2


Excellent time management skills and the ability to remain calm and focussed under pressure.
	Ability to develop and maintain efficient administrative systems.
Flexible and able to work as part of a team.
Ability to work in collaboration with staff, student, parents and other professionals.
Excellent customer service / communication/interpersonal skills.
A problem solver, with a forward thinking and committed approach

	1,2

1,2,5

1,2,5

1,2

     1,2

1,2

1,2,5

1,2


	
	
	

	Equality Issues


	An appreciation of some of the common forms of discrimination.
	1,2
	
	

	Specialist Knowledge

	Understanding of requisition procedures, arranging and processing payments and keeping accurate records.
Understanding of financial regulations and procedures.
	1,2
1,2
	Familiar with Financial accounting system (ideally FMS) and demonstration of sound financial management.
	1,2

	Education and   Training


	Educated to GCSE level standard or equivalent in English and Maths at Grade C or above/Grade 9-5.

Willing and able to undertake training and development activities as required.
	1,2
	Finance / Bursar qualification or similar accreditation (AAT, CSBM, etc.).
Commitment to personal/professional development.
Willingness to be a First Aider/Fire Warden.
	1
1
1

	Other Requirements


	Common sense, co-operation and a positive approach.
Ability to maintain high standards of confidentiality.

Adaptable, open to change, and willing to take on challenges with enthusiasm.
Willing to undertake additional duties as and when required to ensure the smooth running of the school.
	1,2

1,2

1,2

1,2

	
	


(1 = Application Form    2 = Interview    3 = Test    4 = Proof of Qualification    5 = Practical Exercise)

We will consider any reasonable adjustments under the terms of the Equalities Act (2010) to enable an applicant with a disability (as defined under the Act) to meet the requirements of the post.

The Job-holder will ensure that Lealands High School’s policies are reflected in all aspects of his/her work, in particular those relating to;

(i) Equal Opportunities

(ii) Health and Safety

(iii) Data Protection Act (2018) and General Data Protection Regulations (2018)
