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FOREST HILL SCHOOL

Dacres Road, London SE23 2XN

Boys 11-16, Mixed 16-18

Tel. 020 8699 9343

www.foresthill.lewisham.sch.uk 
POST TITLE:


Finance Officer 
RESPONSIBLE to:

Director of Strategy & Resources 
SALARY GRADE:

Scale 5  
The post holder will comply with Health and Safety requirements and specifically will take reasonable care of him/herself and other persons who may be affected by his/her acts or omissions at work (Health and Safety at Work Act 1974), and other relevant employment legislation and good policies.

The Governing Body reserve the right to amend the job description at any time after consultation with the post holder.

	KEY RESPONSIBILITIES 
	Financial Processing & Administration

· Deputise in the absence of the Director of Strategy & Resources
· Raise and process purchase orders using the ACCESS Finance system.
· Maintain accurate supplier records and liaise with suppliers regarding deliveries, returns, and invoice queries.

· Process invoices, credit notes and payments, including BACs runs and manual cheques.

· Maintain filing systems for paid invoices and financial documentation.

· Prepare income receipts, raise sales invoices, and manage credit control.

Reconciliation & Reporting

· Maintain the school cashbook and complete monthly bank reconciliations, VAT returns, and period end reports.
· Reconcile supplier statements and resolve outstanding queries.

· Produce and distribute monthly budget statements to budget holders.

· Process journals, recharges, and other authorised adjustments.

Support to Budget Holders & Senior Leaders

· Provide financial information, analysis, and reports using ACCESS, Excel, and other school systems.

· Liaise with budget holders regarding orders, deliveries, and expenditure.
· To ensure no over-spends on budgets, unless authorised by the Director of Strategy & Resources
Compliance & Best Practice

· Ensure compliance with DfE, Borough, School, and FMSIS financial requirements.

· Maintain clear audit trails and accurate accounting records.

· Apply best value principles and monitor budget spend to avoid overspends.

	ADDITIONAL DUTIES 
	· Acquire quotes and support procurement activities.

· Administer staff expenses and bookings for training/first aid courses.

· Assist with educational visits/event finances and reconcile online payments.

· Support minor premises‑related tasks (e.g., issuing keys).

· Provide cover for the Finance Assistant when required.

· Maintain finance office stationery and supplies.

· Undertake relevant training and contribute to wider school life.

· Carry out any other duties reasonably requested by the Headteacher or Director of Strategy & Resources.

	GENERAL NOTES
	· The post holder must maintain confidentiality and uphold Equal Opportunities policies.

· The job description will be reviewed annually and may be amended following consultation.

· It outlines key responsibilities but does not form part of the employment contract. It describes the range of duties the post holder is expected and required to perform.


	EQUALITIES
	Ensure implementation and promotion in employment and service delivery of the Council's equal opportunities policies and statutory responsibilities.




PERSON SPECIFICATION

	EXPERIENCE (Essential Requirements) 
	Previous knowledge/experience of working in a school environment would be an advantage

Aptitude/ability to work under pressure while maintaining a pleasant and tactful attitude

Budget preparation and financial monitoring

A good working knowledge of Excel and financial software (ACCESS Education Finance Package)

Ability to organise and prioritise workload and to meet deadlines



	QUALIFICATIONS/TRAINING

(Essential Requirements)
	No formal accounting qualifications are required at least 5 A – C GCSEs (including English & Maths)

	KNOWLEDGE/SKILLS (Essential Requirements)
	Strong literacy and numeracy skills

Ability to maintain accurate accounting records

Excellent attention to detail and accuracy

An understanding of accounting principles and their application

Excellent organisational skills with the ability to assess and prioritise work effectively

Effective communication skills both orally and in writing

Good interpersonal skills

Ability to attend relevant training

Honesty & integrity

Ability to work on one’s own and as part of a team

Ability to work as a member of a team within the environment of a school

Ability to communicate well with both staff and students 

Ability to be flexible and adaptable 

An understanding of and commitment to the School’s and Local Authority’s Equal Opportunities Policy and an ability and willingness to promote equality of opportunity through duties of the post




