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JOB DESCRIPTION
POSITION: Finance Officer
POSITION:  Finance Officer
SCALE: PO2 £42,771 - £45,750
HOURS & PAY: 36 Hours per week, 52 weeks per year
Role
The main responsibility is the day-to-day financial functions of the school, responsible to the School Business Manager (SBM) and ensuring the smooth running of the Finance Systems.
Main Duties and Responsibilities
General Finance
1) To ensure that all orders are placed with relevant suppliers in a timely fashion by liaising with various budget holders and dealing with supplier related queries and discrepancies. 
2) Processing of invoices/credit notes by undertaking various control checks to ensure correct values are recorded with correct supplier details.
3) Opening new supplier accounts when needed by liaising with the Partnership Learning Trust (PLT) by verifying their bank details and carrying out HMRC checks.
4) Undertaking weekly supplier BACS runs ensuring all invoices are authorised in accordance with the financial regulations by the relevant budget holder before including in the payment run. 
5) Ensure Value for money services are sought by developing relationships with all suppliers.
6) Undertake weekly BACS runs for suppliers ensuring all invoices are authorised and correctly coded. 
7) To produce and distribute departmental spend reports on a monthly basis or ad hoc if requested and liaising with budget holders regarding their queries
8) To file all relevant documentation relating to finance.
9) To maintain detailed records of utility services.
10) To produce a list of accruals, prepayments and commitments at the year-end to be review by the School Business Manager(SBM).
11) Reconciliation of supplier statements on a regular basis and chasing outstanding invoices.
12) Reconciliation of monthly credit card statements against invoices and submitting these on time to Partnership Learning Trust for review.
13) Processing monthly printing recharges to departments.
14) To issue and record all petty cash transactions and to reconcile on a regular basis
15) To read and ensure compliance with school financial regulations and policies, contributing to the continued review and development of these documents.
16) To manage Debit and other card orders and payment processes ensuring the school’s Financial Regulations are adhered to, including online accounts (eg. Amazon).
17) Coordinate the effective operation of financial duties relating to activities undertaken by the administration team.
18) Ensure annual register of business interests, maintaining register of goods and hospitality, and full annual inventory of items in line with financial regulations.
19) Assist the SBM with monthly bank reconciliations.
20) Assist the SBM WITH monthly VAT returns to the Partnership Learning Trust. 
Income
1. Ensure the School Fund is administered effectively and audited annually.
2. Manage and account for the collection and banking of monies for school trips, uniform and school meals, ensuring procedures are in place for reconciliation and controls.
3. Receive and count other monies raised and prepare for banking including School Fund, After School Club.
4. Prepare invoices and collection of fees and other dues, taking legal action as where necessary to recover bad debts.
5. Assist the SBM to maximise income generation, seeking any sponsorships, grants, etc.
6. Help administer all school grants ensuring accurate, correct coding and recoding in line with outline brief.
7. Collect cash from Primary; count, issue receipts and prepare for banking.
Procurement (to support the SBM as required)
1) Ensure the effective operation of purchasing and procurement systems and procedures across the school ensuring that financial regulations and audit have been complied with.
2) Ensure school has sound processes in place for checking and liaising with suppliers, tendering for goods and services, checking with delivery details, etc.
3) Research and prepare comparative reports of suppliers, ensuring best value for money, using benchmarking tools where appropriate e.g. school meal catering provision.
4) Assist the SBM in the preparation of any documentation in relation to tenders, service level agreements, insurance claims, etc.
5) Maintain the contracts register and review contracts, leases and SLAs on a regular basis.
6) Prepare utilities forecast for the SBM.
7) Manage the Asset Register and update it annually.
Budget and Year End
1) Support the preparation and submission of end of year closedown of the School Accounts and Capital Account (including chasing outstanding invoices, cancelling orders, identifying carry forward, liabilities and system checks, etc.) and preparation and submission of end of year returns.
2) Manage all accounting procedures and resolve any problems as they may occur.
3) Assist in the preparation of reports for School Governors, headteacher and other stakeholders.
4) Carefully monitor spend in all budgets and assist in issuing monthly budget monitoring statements to budget holders and take appropriate actions regarding the level of spend incurred. Share best practice with budget holders and advise of overspends and remedial action.
5) Train budget holders in correct procedures to comply with Financial Regulations and produce training materials to embed knowledge for new staff on an annual basis.
System Management
1) Assist the SBM with strategic financial management, annual budget cycle and setting up of coding on PS Financials 
Other Requirements
1) To take responsibility for the safeguarding of pupils.
2) To participate in the performance review process, taking personal responsibility for identification of learning, development and training opportunities in discussion with line manager.
3) To occasionally work out of hours to support the school’s functions.
4) To comply with individual responsibilities, in accordance with the role, for health and safety in the workplace.
5) To ensure that all duties and services provided are in accordance with the School’s Equal Opportunities Policy and e-Safety Policy.
6) To undertake any other jobs required of the role under the guidance of the line manager and Headteacher.




Person Specification 

	
	
	Essential
	Desirable

	1
	Qualifications / Training / Experience
	
	

	1.1
	Part qualified or working towards a professional accounting qualification (AAT, ACCA, CIMA, ACA)
or equivalent experience in bookkeeping /management accounting.
	✓
	

	1.2
	Working knowledge of financial policies and procedures in a school environment.
	✓
	

	1.3
	Proficiency in using Microsoft Office applications (word and Excel is essential)
	✓
	

	1.4
	Previous experience using PS Financials accounting software
	
	✓

	1.5
	Previous experience of working in a busy school finance team or similar within the Charity sector
	
	✓

	
	
	
	

	2
	Skills and Aptitudes
	
	

	2.11
	Ability to organise and priories work 
	✓
	

	2.12
	Team Player with a positive attitude to resolving issues
	✓
	

	2.13
	Excellent numeracy and analytical skills including interpreting financial data
	✓
	

	2.14
	Excellent interpersonal and communicational skills 
	✓
	

	2.15
	Ability to negotiate effectively to achieve best outcomes
	✓
	

	2.16
	Establish effective relationships with those working in and with the school
	✓
	

	2.17
	Ability to establish rapport, respectful and trusting relationships with staff and pupils where appropriate by providing an outstanding customer service
	✓
	

	2.18
	Ability to make a distinctive contribution to the work of a team
	✓
	

	2.19
	Contribute to the development and implementation of effective systems and understanding the importance of confidentiality 
	✓
	

	2.20
	Ability to work on own initiative
	✓
	

	2.21
	Ability to be flexible, remain calm under pressure with a committed approach
	✓
	

	2.22
	Ability to manage and support the work of others
	✓
	

	2.23
	Ability to plan and manage own time effectively.
	✓
	

	2.24
	High standard of integrity, honesty and confidentiality
	✓
	

	
	
	
	

	3
	Mandatory Requirements
	
	

	3.1
	A DBS check at an enhanced level must be undertaken by all candidates and be satisfactory as a condition of employment with the school
	✓
	

	3.2
	References that confirm suitability to work with children, reference must be provided from current/most recent employer.
	✓
	

	
	
	
	

	4
	Physical Requirements
	
	

	4.1
	Health and physical capacity for the role.
	✓
	

	4.2
	A good attendance record in current employment, (not including absences resulting from disability)
	✓
	



Post holder’s signature: …………………………………………………………………………………………….. 

Headteacher’s signature: …………………………………………………………………………………………..  
 
Date of issue: 23/01/2026
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