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PRESTON MUSLIM GIRLS
HIGH SCHOOL

Education with Patience Modesty Gratitude Humility Sincerity





Job Description

JOB TITLE:


Finance & Business Officer
RESPONSIBLE TO:
Senior Finance & Business Officer
SALARY:


£19,698 - £21,748 (Grade 5 SCP 6-11) per annum
HOURS:


Full Time – 37 hours per week
CONTRACT:


Permanent
MAIN PURPOSE
To contribute to the development of a strong, effective school with an emphasis on promoting a culture of educational excellence, within a caring and secure Islamic environment enriched with the values of discipline, mutual care and respect which extends beyond the school into the wider community.
JOB PURPOSE SUMMARY:


To provide financial support and administration to the school.  

JOB PURPOSE: 
· The primary focus of this application is to assist in the effective and efficient administration of the Business and Finance Department.  You will work under the guidance of the Senior Finance Business Officer (SFBO) & Finance Officer (FO).  The position requires a high degree of professionalism, tact and commitment. 
· Responsibility for the day-to-day management and monitoring of the school’s budget and financial systems working closely with the SFBO & FO.
· Provide administration for all aspects of financial governance in school.
· Provide operational financial management for the school.  
· Involved in the financial and business planning for school.  
PMGHS OFFER

· A strong commitment to your professional development and career management.
· An opportunity to be part of a dynamic school team. 
· An outstanding school that has sustained high levels of attainment since its inception 
· An ambitious trust & governing body with high levels of aspiration for its staff. 
· Courteous, studious & diligent pupils.
KNOWLEDGE, SKILLS AND EXPERIENCE 
· Minimum A-Level or equivalent related professional qualification
· Enthusiastic, forward thinking, creative, receptive to change and able to work with a team. 
· Able to work towards deadlines
· Strong attention to detail. 
KEY ACCOUNTABILITIES (and specific duties/responsibilities)

Relationships
· Provide financial support to non-financial team members, where required. 

· Trained to deputise in the absence of the SFBO to ensure business continuity and financial planning. 

Performance Measure

· Successful development and implementation of any new financial reporting and procedures. 
· Ability to effectively use financial procedures, reporting and use of financial systems. 
· Effective communication and reporting in financial matters to the relevant stakeholders. 
· Positive contribution to Ofsted inspection, ESFA and LA financial audits.
Financial Management 

· Ensure the financial transactions of the School are up to date to ensure accurate budget monitoring, and in line with the Financial Management Handbook.

· Assist the SFBO with setting, profiling and allocating the school budget. 

· Monitor and report variances in income and expenditure to the SFBO at least monthly. 

· Support the SFBO in carrying out ALL month end procedures and reconciliations.

· Assist in producing relevant financial and budget reports for the SFBO as required. 

· Ensuring the School’s financial procedures and relevant policy guidelines are followed.
· Assist with ensuring the cashflow for the School is managed effectively.
· Oversee the ordering, receipt of goods and authorisation of payments through the School’s financial system.   Ensure swift payment of invoices.

· Provide support to the SFBO in relation to external and internal audits as and when required.
· To provide a robust income collection process and ensure all monies are received and banked in a timely manner and recorded correctly.
· Carry out bank reconciliations on the accounting system when required.

· Assist with the preparation of information for monthly VAT claims to enable submission in a timely manner to the Lancashire County Council. 

· Input accounting data into the accounting system with speed and accuracy

· Assist in the production of financial statements, preparation of spreadsheets, reports and correspondence as required

· Plan, organise and manage own workload to ensure contribution to the school’s monthly financial reporting process is achieved in a timely and accurate manner

· Resolution of finance related queries.
· Accurately accounting for and banking all income, including catering income, vending machines, school journeys and trip money and all money raised from charity events. 

· Support all staff with financial responsibilities with procedures and systems based on the school manual.

· Utilise MS Word, Excel, Explorer and Outlook as required including applications (mail merge, tables, spreadsheets, databases, use of software packages for creative requirements e.g. promotional leaflets, prospectus)
· To assist in managing procurement within the school, including compliance to contractual conditions. 
· Assist with end of year preparation and procedures 
· To assist in management of service contracts. 
· Ensure security for all credit cards and verify charges.

· To assist in raising cheques for approved payments including authorisation of BACS. 
· Be aware of and comply with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, reporting all concerns in accordance with school procedures. 

· To support the preparation and the implementation of the school’s finance related policies and school’s health and safety policies as directed. 

· Experience of using (or a willingness to learn) the school budget and administration software (FMS), information management (SIMS) and Oracle.
· Any other duties that may be deemed appropriate to this role

· Assist with all financial aspects of school trips, visits, and other events. 

· Share good practice through CPD internally and externally. 

· Ensure that ‘Best Value’ principles are applied to all appropriate purchasing decisions.
· Model high standards at all times.
Governance & Trust 
· To support the SFBO in the timely production of reports and data for the Business Committee and Local Governing Body. 
Other Responsibilities

· Contribute to the wider life of the school and its community through out of hours and partnership work. 
· To work as part of a team and support the role of others at all times contributing to the overall work and ethos of the school
· Carry out any such duties as may be reasonably required by the Headteacher and/or SFBO
This appointment is with the Governing Body of the school, with the Governors as employers.  This job description forms part of the contract of employment of the person appointed to this post.  It reflects the position at the present time only and may be reviewed in negotiation with the employee in the future.  The appointment is subject to the PMGHS’s modified pay policy which will apply to this post

In order to comply with Safer Recruitment, all applications must be on the school Application Form (which is also available from the school or via the website): CVs alone are not acceptable.

Offer of a position is subject to receiving satisfactory references and an Enhanced DBS Check.

Preston Muslim Girls High School is committed to safe-guarding and promoting the welfare of children and young people.
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Person Specification
	Job Title:
	Finance & Business Officer

	Base:
	Preston Muslim Girls High School 

	Reports to:
	SFBO 
	
	

	Staff Responsibility for:

Additional:
	Training to achieve membership to a recognised Accountancy Body
	
	


	
	
	
	Assessed by:

	No
	CATEGORIES


	Essential/ Desirable
	App

Form
	Interview /Task

	QUALIFICATIONS

	1.
	A degree qualification or equivalent.
	D
	(
	

	2.
	Working towards a professional qualification in Accountancy.
	D
	(
	

	3.
	Evidence of continuous professional development.
	E
	(
	(

	EXPERIENCE

	4.
	Financial administration within a school setting.
	D
	(
	(

	5.
	A minimum of two years finance experience.
	D
	(
	(

	6.
	Experience of Financials accounting package
	D
	(
	(

	7.
	Experience of managing finance and admin systems and procedures.
	D
	(
	(

	8.
	Good knowledge of effective IT administration systems.
	E
	(
	(

	9.
	Good knowledge of financial procedures and regulations.
	D
	(
	(

	10.
	Ability to prioritise conflicting demands & thrive under pressure.
	E
	(
	(

	11.
	Ability to be flexible and able to respond to the unexpected in a calm and reassuring manner.
	E
	(
	(

	12.
	Ability to use computer systems, including word processing skills to produce tables, spreadsheets and reports.
	E
	(
	(

	ABILITIES, SKILLS AND KNOWLEDGE

	13.
	Ability to use management information systems; and be able to transfer the experience of using one system to another similar system, if needs be.
	D
	(
	(

	14.
	Ability to build and maintain effective working relationships with a wide variety of people.
	E
	(
	(

	15.
	Ability to maintain strict confidentiality in all matters.
	E
	(
	(

	PERSONAL QUALITIES

	16.
	A passionate belief in the school’s mission statement.
	E
	(
	(

	17.
	Strong team working skills.
	E
	(
	(

	18.
	Highest levels of professional and personal integrity.
	E
	(
	(

	19.
	Excellent interpersonal skills.
	E
	(
	(

	20.
	Personal resilience, persistence and perseverance.
	E
	(
	(

	21.
	A good role model for staff and students 
	E 
	(
	(

	22
	Sympathetic to the Muslim faith and it’s Ethos
	E
	(
	(


2

