FURZE DOWN SCHOOL
A Specialist School for Communication and Interaction
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Job Description
The successful candidate will be required to complete an induction process and a satisfactory probationary period.

	Post Title: 
	Finance Officer

	Salary:
	Bucks Pay Range 2

	Hours:
	15 hours per week, 52 weeks per year

	Reports to: 
	Strategic Finance Lead

	Financial authority:
	None

	Direct reports:
	None

	Purpose: 
As a Chequebook school you will assist the Strategic Finance Lead to provide an efficient and accurate finance and accounting service to the school, including purchasing, FMS processing (purchase orders, invoices, etc), budget monitoring and the submission of statutory returns and reconciliations.  



	Main Responsibilities

	Processing transactions
	· Enter transactions onto the school’s financial accounting system (FMS) including the processing of journals

	Purchasing

	· Assist school staff in sourcing suitable products using ‘best value’ principles
· Raise and send purchase orders and log commitments on the schools financial accounting system
· Where appropriate, and in accordance with the card use policy, purchase goods using the school’s purchasing card, entering the appropriate commitment onto FMS.
· Maintain accurate supplier details on FMS
· Investigate and resolve any creditor queries
· Validate and process invoices and bacs runs in line with school procedures

	Accounts receivable 

	· Create invoices for funding claims and school supplied services using FMS
· Chase outstanding payments reporting any issues to the Strategic Finance Lead

	Reconciliations
	· Reconcile the purchase card statements monthly
· Reconcile bank statement
· Undertake other reconciliations as requested by the Strategic Finance Lead

	Income management - ParentPay

	· Set up new parents accounts and product services on Parent Pay
· Undertake all general administration and housekeeping for the ParentPay system and act as point of contact for all parents and staff
· Deal with all queries and discrepancies
· Undertake the input of all income received via ParentPay into SIMS via Journal entries
· Chase debtors reporting any issues to the Strategic Finance Lead
· Process any cheques or cash received directly to the school, prepare banking sheets/paying in slips and deliver to the bank. Ensure these are posted and reconciled on FMS

	Orders

	· Liaise with staff re placing orders
· Where relevant researching suppliers re: best value
· Raise authorised orders for Heads of Centre and other staff with delegated budget responsibility
· Raise orders for educational furniture and equipment
· Deal with any queries in relation to orders

	Budget management
	· Assist the Strategic Finance Lead in the review of performance against budgets and plans, identifying variations and producing reports and analysis as required

	Expenditure

	· Code invoices with the correct CFR expenditure code and pass to the Strategic Finance Lead for authorisation
· Raise cheques/bacs for payment as required
· Match cheques to invoices, ensuring invoices filed and cheque posted
· Check statements and request copy invoices if required
· Ensure that there are adequate funds available on the school’s Purchasing Card and bank account prior to sending payment.

	Income

	· Process the matching of receipts with income
· Record non-invoiced income against the correct CFR expenditure code
· Oversee the operation of ParentPay online payment system
· Banking of cash and cheques
· Monthly reconciliation of bank accounts and 2 way reconciliations

	System and housekeeping
	· Have an overall awareness of the need to match spending to budget, alerting the Strategic Finance Lead immediately of any potential overspend
· Ensure that all records are kept up to date and are accurate
· Filing

	School Fund 

	· Help to maintain the School Fund account, accurately recording income and expenditure and bank reconciliations.

	Learning and Development
	· Commitment to ongoing Continuing Professional Development (CPD) 
· Maintain professional development in line with ISBL Professional Standards



	Disclosure Level:
	Enhanced

	Safeguarding:
	Furze Down School is fully committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.

	Confidentiality and Data Protection:
	The post holder has a legal responsibility for all records s/he gathers or uses as part of his/her work. 

The post holder has a common law duty and statutory duty of confidentiality to protect any identifiable personal information. Guidelines must be closely followed, and information must not be disclosed or copied to others unless in pursuance of legitimate duties and in line with the policies of Furze Down School and the Health and Care Professions Council.

	Health and Safety:
	To ensure safe working practices, following school policies and procedures and implementing the regulations relating to Health and Safety

	Inclusion:
	Demonstrate a commitment to raising achievement for all by actively supporting the   School’s Equality Objective



	Other Specific Duties:

	· To play a full part in the life of the school community, to support its vision and ethos and to encourage staff and students to follow this example
· To support the school in meeting its legal and statutory requirements
· To work within and actively promote the school’s policies and values
· To be involved in extended school services
Employees will be expected to comply with any reasonable request to undertake work that is not specified in this job description. Employees are expected to be courteous to colleagues and provide a welcoming environment for visitors and telephone callers.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

This Job Description will be reviewed annually as part of the appraisal process and may be subject to amendment or modification at any time after consultation with the post holder.
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