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Job Description and Person Specification
	Post Title:
	Finance Officer

	Reporting to:  
	Finance Manager/Deputy Business Manager

	Location:  
	St.Wilfrid’s Catholic High School & Sixth Form College

	Grade:  
	6

	Service Area:  
	HR, Administration and Finance Team

	Overall Purpose of the Post:

· Under the instruction of the Finance Manager/Deputy Business Manager, provide administrative and financial support to the staff and students of the academy. 

· Guidance and support of administration and finance assistants within the admin team. 

· Ensure the efficient and effective use of resources that fall under the responsibility of the post.

· Ensure that all financial processes are undertaken and adhered to in accordance with the Bishop Konstant Catholic Academy Trust Financial Handbook by all staff.

· Under the instruction/guidance of the Finance Manager/Deputy Business Manager, manage a high-quality payroll provision within school for teachers and support staff.  

· Maintain and update HR documents and files, including all types of staff absences, reviews, employee records, completion of documents in a timely manner and ensure procedures are adhered to, ensuring confidentiality and sensitivity of the personal data recorded on these documents at all times.


	Date of last review:
	January 2025


	Knowledge, skills and experience requirements for the post

	
	Essential
	Desirable

	Qualifications/ Training
	· Relevant financial qualification e.g. RSA book keeping and accounts; part qualified AAT.

· English and Maths GCSE or equivalent Grade C/4 or above.
	· Relevant training in financial administration.

	Skills/Knowledge
	· Knowledge of MS Office applications.
· Working knowledge of Finance systems, ideally PS Financials/IRIS.
· Competent in data entry/analysis of financial reporting requirements.
· Knowledge of budget allocation and processing to aid system upload and management of financial systems.
· Knowledge of year end procedures including accruals and prepayments.
· Knowledge of Audit file preparation and backup to facilitate a smooth external audit.
· Knowledge of Asset Register and Inventory including production, maintenance and development of: 

· Bank reconciliation

· Purchase/sales ledger processing

· VAT rules and regulations

· The ability to work to strict financial deadlines whilst producing accurate high-quality work.
· Understanding and awareness of the need to maintain a high level of confidentiality.
· Ability to work independently and use own initiative, including managing and prioritising a busy workload, completing work to a professional standard.
· Ability to liaise with students, staff and senior management in relation to school finance.
· Ability to deal professionally with telephone and face to face enquiries from all stakeholders and external organisations.
· Ability to identify own training and development needs and co-operate with means to address these.
· Knowledge of computerised payroll systems and associated operational procedures, including, PAYE, NIC, and Pensions.
· Ability to adopt a professional approach to the delivery of a payroll service.
· Ability to work to agreed quality standard procedures. 
· Knowledge of Statutory Maternity Pay, Statutory Sick Pay, Statutory Adoption Pay and Statutory Paternity Pay terms and conditions.    
	· Experience of using admin/finance systems for example:

· SIMS applications Inc. reporting

· Parentpay

· Mstore

· Evolve

· PS Financials

· Neo Payroll system

· School hire systems

· Knowledge of the School and BKCAT Policies regarding Safeguarding and Child protection, and Data Protection of staff and students.

· Knowledge and ability to advise on salary progression using the current Staff Appraisal Scheme and process progression payments.
· Knowledge and understanding of pay and conditions for service for Teachers and Support Staff.
· An awareness and understanding of VAT rules and regulations
· Knowledge of and understanding of Local Government and Teachers’ Pension Schemes.
· An understanding of funding systems, financial regulations/procedures and DfE guidance


	Experience
	· Experience of working in a financial/administration role.

· Experience of handling cash, book keeping and/or accounting.
· Experience of using financial management systems. 
· Experience in effectively interpreting, analysing and presenting data and excellent ICT skills
  
	· Experience of working in a school or educational setting.
· Experience of working in a large organisation.
· Knowledge and understanding of PAYE, Tax and NI regulations to ensure accurate deductions from salaries.
· Experience and knowledge of HR procedures in relation to absence

· Experience of providing a payroll service.  

	Responsibilities and accountabilities

General

All staff working in the Administrative, HR or Finance functions are required to work flexibly to provide cover for the priority work of absent colleagues or vacancies. Training for such cover shall be arranged via performance management in advance wherever possible. All such cover work shall be commensurate with the grade of the post holder providing the cover.

Main duties
· Provide administrative and financial support particularly dealing with banking of cash, procurement of goods and services and reconciliation; this will include lettings, sales ledger processing and payment of expenses. 
· Monitor and oversee the purchase ledger and the processing of sales invoices.
· Deal with telephone and face-to-face enquiries from students, parents, staff, and contractors adhering to confidentiality procedures and data protection policies. Being able to deal with delicate situations, tactfully and diplomatically. 
· Liaise with students and staff at all levels in relation to administrative and finance related tasks.
· Monitor and oversee the administration of school trips; ensuring the trip is appropriately approved with financial costings, composing and issuing of trip letters, maintaining the computerised trip software packages, recording payments, issuing receipts, banking income, processing payments, ensuring indemnity forms are completed and issuing trip financial statements.
· Manage Sixth Form financial requirements including the reconciliation of the 16-19 Bursary Fund, student pupil premium and looked after students’ budgets.  Monitor and organise payments for vulnerable students and payments for trips, stationery, uniform and other educational needs.

· Deputise for Administration and Office Manager – in the absence of the administration and office manager oversee administrative functions including reception and reprographics. 

· Oversee lettings function as directed by senior colleagues.

Administration

· To support the Administration and Office Manager in the induction training and informal supervision of new or temporary members of staff, ensuring that the required quality of work is achieved.

· Maintain manual and computerised records relating to school systems as directed. 

· Produce data or information for use by other members of staff in school as instructed by the Finance Manager/Deputy Business Manager.

Finance

· Monitor and oversee the stock management system for the school shop, including a regular review of costs and selling prices, linking to the schools ParentPay system.  
· Producing data or information for use by other members of staff in school as instructed by the Finance Manager/Deputy Business Manager and Office Manager.
· Manage the petty cash system, income recording and reconciliation in respect of lettings and miscellaneous income from Parent Pay and the school shop.
· Complete PS Financials Month End procedures, which incorporates; bank reconciliation, processing and reconciling purchase ledger, processing and reconciling sales ledger, processing and reconciling of purchasing cards, investigating and resolving any discrepancies.

· Manage the administration of school lettings and other uses of school premises, producing sales invoices in respect of lettings, bus passes/vouchers and miscellaneous income.

· Calculate necessary accruals and prepayments at the year-end working to strict deadlines in respect of completing journals and financial year closedown.

· Prepare the audit files and back-up documentation to facilitate a smooth external audit supporting the Finance Manager/Deputy Business Manager.

· Assist the budgeting process by monitoring balances to ensure no over spend occurs and produce monthly statements to budget holders.

· Reconciliation of the Voluntary Contribution Scheme and Gift Aid bank account. Preparation of monthly Gift Aid claim on behalf of the BKCAT.

· Assist in the reconciliation of the main school bank account, investigating and resolving any discrepancies.

· Maintain and collate student financial records and catering account, producing reports under the direction of the Finance Manager/Deputy Business Manager.

· Manage the process of purchase invoice payments in the form of cheques, bacs, debit card or direct debit as authorised by the budget holder.

Payroll 

· Maintain and monitor the accurate processing of staff appointments, transfers, promotions, terminations and incremental progression.

· Process payroll information in a timely and accurate manner. Create and maintain employees’ payroll records.  Calculations for salaries and applicable deductions based on an employee’s attendance and claims records.  Enter payroll information into a central system for processing by a third party.  Completion of checks of payroll and exception reports.

· Ensure payroll is accurate, reconciling and completing checks on payroll and exception reports to prevent/identify any discrepancies.  Ensure any discrepancies identified, are investigated and communicated to the payroll provider to be resolved.  Report any discrepancies to the Finance Manager/Deputy Business Manager, if required communicate and explain to the employee concerned.    

· Process Teacher and Support Staff payroll amendments, ensuring that these are processed in line with timescales and that the correct bands for Teachers and Support Staff are adhered to regarding both payments and deductions.

· Inform and train staff on the use of the online payroll portal.

· Administer employer responsibilities in respect of Teacher and Support Staff payroll:

· Provide information for Teachers Pensions where required.

· Ensure new starters are paying into a scheme (e.g., teachers pensions or AVC’s) or have opted out.

· Ensure new employees are aware of pension transfer rules.
· Send returns for both Support Staff and Teachers where required.

· Manage short term death benefits to dependants of deceased members.

· Check payroll reports to ensure that the statutory deductions from pay, such as PAYE, NIC and Student Loans, are calculated and processed correctly each month in line with current legislation.  

· Check that Pension and third-party payments are calculated, deducted and processed correctly each month from pay, such as Court Orders, Attachment of Earnings orders, Trade Union Deductions and Health Schemes.  

· Ensure staff contract information is recorded accurately on Sims to reflect a true account for annual work force census.

· Detailed checking to ensure Salary Sacrifice Schemes are administered correctly. Advertise salary sacrifice schemes where applicable. Check the deductions from salary in lieu of Child Care Vouchers (e.g., Kiddivouchers) in accordance with agreed Government documentation.  

· Composing and issuing letters, emails and appropriate documents to inform the employees of their entitlement to maternity, paternity or adoption leave.  Addressing any queries from the member of staff in relation to these.
· Ensuring and reconciling the maternity, paternity, adoption and sickness payments are correctly administrated by the payroll provider.

· Distribute pay statements to staff where applicable.

· Maintain suitable payroll records in line with both statutory and school requirements maintaining the highest standards to ensure that payroll information is handled carefully and sensitively at all times, adhering to data protection and confidentiality procedures at all times.

· Manage and process claims for expenses, benefits and salary variations in line with payroll provider timescales applying the rules and regulations of the Trust and HMRC. e.g., car mileage, overtime claims, unpaid leave of absence.

· Enquire to previous employers of new staff to ensure efficient payment of salaries, including continuous service is calculated correctly. Provide information for new employers regarding members of staff who have ceased employed at the school. 

· Deal with queries and enquiries from members of staff about their pay and deductions on a one-to-one basis as required, and provide confidential advice as necessary.

· Ensure that Audit requirements are adhered to including facilitating audit requests and inspections.

· Prepare and submit letters associated with payroll e.g., deductions from salary and recovery of overpayments, including repayment schedules. 

· Keep up to date with changing legislation and ensure these are interpreted correctly, this includes, but is not an exhaustive list:

· Work Life Balance Policy

· Support Staff Employee Terms and Conditions

· School Teachers Pay and Conditions Document and guidance on School Teachers Pay and Conditions 

· Travel and subsistence payments

· Holidays and holiday pay as advised by ACAS

· Sickness and absence policy and procedures, leave of absence for staff

· Green and Burgundy books

HR

· Receive and recording telephone calls received from support staff regarding sickness absence on a daily basis and liaise with senior managers as appropriate, ensuring a professional and confidential manner at all times. 

· Record and track absences in SIMS and other systems including the payroll software.

· Inform the Business Operations Manager and Finance Manager/Deputy Business Manager when sickness reviews are required and ensuring monitoring that all paperwork is completed prior to absence reviews are scheduled.

· Support the formal absence review process by completing basic information on absence paperwork, informing and providing paperwork for completion to line managers. Ensure paperwork is completed and submitted by line managers in a timely manner/by set deadlines.

· Liaise with the Business Operations Manager or Finance Manager/Deputy Business Manager to assist in making appointments and sending communications including email/letters to required staff.  
· Manage and update HR documents and files, including all types of staff absences, reviews, employee records, completion of documents in a timely manner and ensure procedures are adhered to, ensuring confidentiality and sensitivity of the personal data recorded on these documents at all times.

· Generate reports for all absences on a weekly basis. Generate reports for all other absences on a monthly basis for our payroll provider including reports for all absences for Governor meetings, when required.

· Maintain the schools EAP - Employer Access Programme including staff registration, staff absence portal, submitting payment requests and supporting documents as necessary. 

· Prepare, complete and submit the annual School Workforce Census.


	Responsibilities for resources

	People:  Administration and Finance Assistant
	Budgets: 
· Gift aid declaration to HMRC on behalf of the School and the BKCAT, the approximate value in annual income received of £10,000

· Collection, counting, recording and banking of cash and cheques from students, staff and parents for school trips, stationery, lettings and staff consultancy to the value of approximately £100,000 per annum. 

· Processing of invoice payments in the form of cheques, BACS, debit card or direct debit as authorised by the budget holder to the value of approximately £2,000,000.    
· Obtaining competitive quotes and negotiating discounts.
· Whilst there is no direct responsibility for managing a specific budget, the post holder will have to ensure that they are accountable for any financial aspects of the work undertaken.  
	Physical Resources: 

· Contribute to the efficient and effective use of resources.  Safeguard the integrity of the school payroll system maintaining confidentiality of personal information at all times.


	Characteristics of the post:
Employees are encouraged to participate in training activities in order to enhance their own personal development.

· All employees of the school have a responsibility for promoting and safeguarding the welfare of children and young people. 

· Be aware of and comply with policies and procedures relating to child safeguarding, health and safety, data protection, security and confidentiality, reporting all concerns to an appropriate person.

· Contribute to and uphold the overall ethos/work/aims of the school.

· Follow and uphold the Trust Code of Conduct.

· Attend relevant meetings as required.

· Treat all users of the school with courtesy and consideration. 

· Support the role of other professionals in school.

· To be flexible in approach and be available to work outside normal hours as and when required.

· Participate in training and other learning activities and performance development as required.

· Present a positive personal image, contributing to a welcoming school environment which supports equal opportunities for all.

The employment checks required of this post are:

· Evidence of entitlement to work in the UK

· Evidence of essential qualifications 

· Satisfactory references

· Evidence of a satisfactory safeguarding check e.g. An Enhanced DBS Disclosure

· A barred list check
· Confirmation of medical fitness for employment
· A self disclosure of relevant convictions and cautions

· A social media check

  

	Date completed:   
	January 2025


