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Roding Primary School & Nursery with Provision For Deaf Children

FINANCE OFFICER JOB DESCRIPTION (one year temporary – permanent position)

	SALARY & PAYSCALE 
	LBR 6 

	HOURS OF WORK 
	[bookmark: _GoBack]21 hours PW, 52 weeks (can be negotiated)

	LINE MANAGER
	School Business Leader 

	KEY OBJECTIVE
	Support the operation of an efficient and effective financial administration




Key Responsibilities 

· To ensure responsible and efficient operation and administration of the School’s financial systems and provide day-to-day financial administrative support, ensuring compliance with the financial regulations of the London Borough of Redbridge and the school

· To lead and maintain the financial procedures and systems of the school, in co-operation with the Business Leader, the Head Teacher and the appointed Governors

· To contribute to decision making relating to School finances and be responsible for the administration of all financial matters

· To work as part of an admin team providing a friendly and helpful information service for parents, governors and other visitors and ensure the Office maintains a positive, professional approach at all times in support of the work of teachers and other support staff

· To ensure there is a clear financial picture for the three distinct areas of the school (Main School, Specialist Deaf Provision and Nursery)

Key Tasks:

Budget Management:

· Completion of returns for the Redbridge Children’s Services Authority, Finance Department and DFE
· Preparing monthly statements of the school’s financial position and projections to the year-end for the Business Leader and Head Teacher
· Preparing financial reports, annual estimates of income and expenditure for the Business Leader, Head Teacher and Governors, answering queries as required
· Administering the school bank account including computerised recording of data, monthly VAT returns and bank reconciliation 
· Maintaining and monitoring our funding records
· Monitoring and maintaining staffing spreadsheets, including checking supply and additional hours’ claims and absence returns and issuing teacher salary statements annually
· To assist in the preparation of an annual budget for the School’s 3 separate units for approval by the Governing Body (Main School, Specialist Deaf Provision and Nursery)
· Liaising with staff budget holders regarding proposed expenditure against capitation and other funding and supplying regular reports and timely advice
· Ensuring the school’s finance systems are backed up on a regular basis
· Keep accurate records of all monies received by the school, prepare and bank income and liaise with staff regarding fundraising events
· Sourcing information and placing orders, making payments and processing invoices after goods are accurately received
· Raising invoices and banking income in relation to after school activities, tuition fees, school lettings, other income generation activities and recoupment for out-borough pupils
· Monitoring service contracts to ensure SLA compliance and conduct regular contract reviews to secure best value 
· To ensure paperwork is retained systematically in accordance with the school’s retention policy and are auditable
· To support the implementation of  audit or any other regulatory recommendations 
· To be responsible for the procedures and systems in conjunction with all necessary tasks required to complete SFVS (Schools Financial Value Standard)

Other Responsibilities:

· Maintaining accurate payment records for residential school trips and statements for school outings
· To administer all aspects of school trips, including booking venues and transport, letters to parents, liaison with teachers, medical and kitchen staff, recording, processing and chasing up parental contributions
· To manage the financial administration of extra-curricular activities, such as music tuition and sports clubs
· To liaise with the Business Leader and Head Teacher over repairs and building projects with regard to completion and payments
· To administer the petty cash system and ensure detailed records are maintained for all expenditure incurred
· To produce correspondence in relation to financial matters as required
· To oversee the school inventory and update on an annual basis
· To carry out any other reasonable duties commensurate with the level of responsibility for the post

In support of the school:

· To attend training in support of maintaining an up to date knowledge in relation to school finances and the effective discharge of duties
· To participate in the annual appraisal arrangements of the school
· To understand and comply with the Council’s Equal Opportunities Policy
· To uphold and comply with policies and procedures relating to all financial regulations; Health and Safety, security, confidentiality and data protection, reporting all concerns to an appropriate person
· Every member of staff has a valuable role to play in helping to raise the academic and social standards of pupils at Roding and should be committed to promoting the ethos of the school on a daily basis


 
PERSON SPECIFICATION

Qualifications and Training:

· A high standard of general education, including at least the equivalent of a GSCE grade C pass in mathematics
· Evidence of attendance training on school finance or willingness to attend

Experience: 

· Experience of finance administration in schools
· Experience of processing invoices and keeping accounts
· Experience of using financial management systems such as RM (Integris)  or SIMS
· Experience of budget monitoring and management
· Producing financial analysis and reporting 
· Good understanding of financial best practice, controls and procedures
· Experience in Microsoft Office & advances skills in Excel spreadsheets

Knowledge and skills:

· Ability to maintain a high degree of honesty, integrity and confidentiality
· Effective use of specialist ICT packages
· Excellent oral, written and numerical skills
· Proven interpersonal and communication sills
· Full working knowledge of relevant financial policies/codes of practice/legislation
· Ability to have positive interactions (i.e. friendly and professional) with all colleagues, visitors and children
· Ability to prioritise talks and meet deadlines

Other requirements 
· The ability to absorb information readily and speedily and work under pressure to tight deadlines whilst maintaining attention to detail 
· A good understanding of the need for confidentiality and secure financial systems
· Knowledge of and commitment to school policies, including Safeguarding, Health & Safety, Equal Opportunities and GDPR
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