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Ridgeway School
Job Description – Finance Officer
JOB TITLE:


Finance Officer
TYPE OF WORKPLACE:
Special School

RESPONSIBLE TO:

School Business Manager
JOB PURPOSE:
Working under the instruction and guidance of the School Business Manager, to undertake all finance tasks 
HOURS:


19.5 hours – all year round
Main duties and responsibilities:
To work with the School Business Manager and other finance/admin staff to ensure that all finance-related tasks for the school are completed in compliance with the school’s finance manual and schools finance regulations. 
Finance processes

1. To maintain accurate and complete records of all income and expenditure within the school budget and School Fund, working in accordance with the school’s agreed financial procedures at all times.
2. To follow policies and procedures regarding selection of appropriate suppliers, thus ensuring value for money.

3. To process orders by raising purchase orders and requisitions, dealing with goods received and chasing up outstanding orders as necessary.
4. To process invoices for payment and preparing for authorisation and payment by BACs.
5. To be responsible for appropriate use and record keeping of other payment methods – direct debits, purchasing card, online payment systems and pre-paid cards.

6. To produce data and reports on financial matters as required by any member of staff.
7. To receive, record and bank cash and cheques received from pupils and staff in respect of educational visits, school photographs etc. and issuing receipts as required.


8. To be responsible for petty cash, ensuring it is held securely and that all transactions are recorded in accordance with agreed procedures and regularly checked and reconciled. 

9. To maintain an income schedule and raising invoices and recording all income appropriately.
10. To maintain an accurate pupil funding record and follow up all issues and discrepancies with the local authorities.

11. To optimise use of online systems and reduce the use of cash across the school whilst improving financial controls. 


12. To assist in the preparation of the annual budget, producing out-turn reports and assisting with year-end procedures.
13. To carry out reconciliation of bank statements and resolving all discrepancies.

14. To complete and check VAT returns and liaise with the local authority VAT team to resolve any issues.


15. To deal with the production of all financial returns in a timely and accurate manner.
Payroll & HR
16. To process new starters/leavers and salary/contract amendments including overtime and leave. 
17. To check the monthly payroll and ensure all errors are rectified and month to month variances are investigated and explained.
18. To assist staff with access to the payroll self-service system.
19. To liaise with the payroll provider to resolve all employee pay-related queries, including pension, tax, employee salary sacrifice schemes.
20. To manage the payroll control account and process all pay-related payments.

21. Assisting with the school’s annual workforce census including regularly updating the management information system with contract and pay information.
General 

22. To supervise any staff who are completing finance-related tasks, including training, allocating work and monitoring performance.

23. To explore and manage of income generating opportunities (eg lettings, sales of uniform etc).
24. To maintain a contract register 

25. To continually improve processes and procedures to be more efficient, future-proof and in accordance with best practice.
26. To maintain confidentiality in respect of school-related matters and to prevent disclosure of confidential and sensitive information at all times.


27. To comply with the school’s finance manual, financial regulations and other school policies and procedures
28. To undertake any other duties of a similar level and responsibility as may be required.

