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Job Title:			Finance Officer
Responsible to:			 
Grade:				Point 28 – 31 inclusive
Hours of Work:			Full time hours. TTO + training days + 10 Additional days
Line Management of: 		Finance & Admin Assistant

Purpose of post
To provide a comprehensive finance provision to the school. To line manage the Finance and Administration Assistant. This post requires efficiency, confidentiality and the ability to prioritise. 

· [bookmark: _heading=h.gjdgxs]the budget all year round, sharing information with the headteacher so that revisions or changes can be made where they are needed 
· Comply with financial reporting requirements and submit statutory returns (monthly, quarterly and yearly returns).
· Oversee school bank accounts on a day-to-day basis, ensuring money is banked, invoices are paid promptly, money owed is collected, and clear records are kept.
· Lead on procurement processes. Follow audit guidelines with respect of quotes obtained, the tender process being followed, conducting due diligence, evaluating suppliers, negotiating deals and ensuring value for money.
· Ensure the effective and efficient operation of the finance department, delegating tasks to finance/office staff where appropriate.
· Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times.
· [bookmark: _heading=h.30j0zll]Ensure policy’s relating to the Finance element of the school are up to date and submitted for presentation to Governors.
· Ensure the budgeting software is kept up to date so that the Headteacher (with assistance from LMS) can ensure the budget is balanced, and represents an effective use of public funds.
· [bookmark: _heading=h.1fob9te]Ensure audit guidelines are followed both within the Business Support team and the wider school community. This includes separation of duties.
· Feedback to budget holders and SLT on a monthly basis to ensure budgets do not go overspent. 
· Assisting the HR/Payroll Officer with monthly payroll checks. Dealing with queries in the HR/Payroll Officers absence.
· Deputise for HR/Payroll Officer in their absence
· Ensure documentation is available for audit purposes


Other responsibilities
· Undertake any other duties of a similar level and responsibility that may be required on request of the SLT
· To act as a good role model by promoting school values at all times
· Use feedback and personal reflection to improve own working practice
· Develop good working relationships with all colleagues
· Be aware of and comply with policies relating to safeguarding/child protection, health and safety, confidentiality, GDPR and data protection, undertaking training as required
· Ensure own conduct is in accordance with the school’s policies and procedures at all times
· To maintain confidentiality at all times in respect of school-related matters and to prevent disclosure of confidential or sensitive information

This job description sets out the duties of the post at the time it is drawn up; it will be reviewed regularly and may be subject to amendment or modification at any time after consultation with the post holder. 

It is not a comprehensive statement of procedures and tasks but sets out the main expectations of the School in relation to the post holder’s professional responsibilities and duties. The postholder may be required to carry out appropriate duties within the context of the job, skills and grade

The Headteacher may vary the duties from time to time without changing their general character or the level of responsibility entailed.

The school is committed to safeguarding and promoting the welfare of students, and requires all staff to share this commitment. Thus an enhanced, in date, DBS disclosure will be required for all staff and volunteers as appropriate to their post.
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