
Job Description

	Job Title
	Finance Support Officer

	Grade
	2020 Scale 5 

	Reports to
	Trust Finance Manager

	Liaison with
	CFO, Director of Finance, Headteachers, Senior Finance Leads, Finance Colleagues across the trust.

	Job Purpose
	To be responsible to the Finance Manager for the provision of an efficient financial service to the Trust and its academies.

	Key Responsibilities
	· To be responsible to the Finance Manager, referring complex issues for guidance but expected to work with minimal supervision and be proactive.

· Ensuring Financial policies and procedures are adhered to at all times and interpreting guidelines to ensure consistency and accuracy of financial information across the Trust and its academies.

· Assisting with aspects of collation of financial information on new schools joining the trust and ensuring finance systems are in place in time for conversion

	Duties
	· Processing of purchase requisitions (ensuring correct coding etc) and ensuring authorisation in accordance with the trust Financial Regulations.
· Ensuring goods have been received and investigating any discrepancies with suppliers.  Ensuring copies of documentation has been uploaded to the Financial Accounting System (FAS).

· To monitor annual orders/service contracts (e.g. telephone, grounds maintenance, leases)

· To distribute departmental cost centre reports and to assist departments with regard to monitoring of expenditure when required
· Assist with the administration of the internal audit process, ensuring information is collated according to set deadlines.

· Assist with the preparation for the financial year-end and external audit, including collating financial information and responding to auditors requests.

· To monitor and review financial arrangements for all school trips and activities

· To assist the Finance Manager where required with queries relating to errors/discrepancies and other financial matters.
· Plan, organise and manage own workload to ensure financial reporting and monitoring processes are achieved in a timely and accurate manner.

· The ability and willingness to travel to trust schools, to provide Financial Support.

· Maintain and promote a positive image in contact with all stakeholders.

· Any other reasonable finance function as requested by the Finance Manager.



	General
	· To participate in the performance and development review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.

· To comply with individual responsibilities, in accordance with the role, for health & safety in the workplace

· Ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy

· The Trust Board is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share in this commitment
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Trust Finance Manager to carry out appropriate duties within the context of the job, skills and grade. 


FINANCE OFFICER ‘B’

PERSON SPECIFICATION








	General heading
	Essential
	Desirable

	Qualifications & Experience
	Demonstrate relevant experience in financial management and accounting

Educated to NVQ level 3 or equivalent


	

	
	
	Working knowledge of financial school policies and procedures

	
	Literacy - NVQ Level 2 in English Language or equivalent
	

	
	Numeracy - NVQ Level 2 in Maths or equivalent

Ability to undertake financial/budgetary calculations
	

	
	Competency in the use of word processing and wide range of financial and administrative IT packages
	

	Communication
	Ability to complete returns, write letters and detailed reports
	

	
	Ability to exchange complex verbal information clearly and sensitively
	

	
	Must have the ability to overcome communication barriers with stakeholders
	

	
	
	Ability to negotiate effectively to achieve best outcomes

	Working with others
	Establish effective relationships with those working in and with the school
	

	
	Ability to establish rapport and respectful and trusting relationships with stakeholders where appropriate
	

	
	Ability to make a distinctive contribution to the work of a team


	

	
	Contribute to the development and implementation of effective systems to share and safeguard information
	

	Responsibilities 


	Excellent organisational skills

Ability to remain calm under pressure
	

	
	Ability to plan and manage own time effectively
	

	
	Demonstrate a highly creative approach to work

Ability to resolve complex problems independently
	

	General
	Demonstrate a commitment to equality
	

	
	
	Good Understanding of Health & Safety

	
	Child Protection Understand and implement child protection procedures
	

	
	Understand and comply with procedures and legislation relating to confidentiality
	

	
	CPD Demonstrate a clear commitment to develop and learn in the role

Ability to effectively evaluate own performance and continually improve
	


