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Vigo Village School

Job Description for Finance Officer
1.
Purpose of Job
Support the head teacher, governing body, staff and pupils in the financial and administrative running of the school.  

2.
Principal Accountabilities
· Ensure all finance procedures are correctly adhered to, conforming to SFVS, KCC and DfE guidelines.
· Format salary proposals in line with the school plan for the Finance Committee in order to co-ordinate an annual budget of income and expenditure at the school.

· In conjunction with the head teacher and representative of the governing body, formulate the three-year school budget in line with KCC guidelines in preparation for its presentation to the Finance Committee for consultation.

· Maintain and monitor all budgets and presenting monthly management reports to the Finance Committee and FGB meetings to ensure efficient and effective control of income and expenditure.

· Manage the school cheque book and bank account, including liaising directly with the bank over administrative issues, generating orders, paying invoices, ensuring ledger and computer records have accurate information, reconciling bank statements with school records and dealing with any anomalies and preparing end of year accounts in accordance with KCC procedures to ensure compliance with KCC financial procedures.
· Use the FMS6 accounting system and the School Budget Tool (KCC).

· Ensure that the school complies with statutory requirements from the DfE, KCC the school’s governing body and other agencies.

· Negotiate contracts and tenders to ensure the most efficient use of resources and the best value at all times.

· Manage all personnel processes to ensure that all documentation is accurately completed and forwarded to the relevant departments in compliance with school policy, KCC policy and relevant legal requirements.

· Maintain the Single Central Record.

· Take responsibility for residential trips to include risk assessments, organise costings and monitor payments.
· Work alongside the administrative officer to identify and recommend developmental training to ensure that an efficient and effective service is provided to staff, pupils, parents and governors.  
· Co-ordinate administrative arrangements for school lettings in collaboration with the premises manage, ensuring that maximum income is obtained for the school.

· Support the head teacher in a consultative and administrative capacity in matters of finance, personnel and school administration, providing an objective and informed view to aid decision making.

· Monitor the School Voluntary Fund, using the School Fund Manager program, on a regular basis and prepare year-end accounts for reporting to the Finance Committee when appropriate.

· Maintain the school’s register of assets by including all new purchases of equipment that are valued at £50 or over for insurance purposes to comply with internal audit requirements.

· Arrange supply cover for staff absences.

· Monitor sickness levels of all staff and take appropriate action to ensure that the disruptive effects of sickness and absence are minimised.

· Prepare the database for the completion and submission of the Pupil Census and the School Workforce Census.

· Complete all necessary upgrades on the school computer system.

· Carry out general administration duties such as filing, photocopying, distribution of mail to parents and governors and duties connected with the recruitment of staff and pupils.

· Take and relay messages, welcome and filter visitors and enquiries as appropriate and respond to pupil and parent enquiries.

· Update SIMs staff and pupil database, records, extract information and produce ad hoc reports and printouts

· Tend to children sent to the medical room, contacting a responsible adult where necessary.

· Liaise liveries and representatives
· Liaise with staff, outside agencies, parents and pupils.
· Oversee and monitor school money with regards to school trips, Out of Hours Club bookings and registers.

· Liaise with the ICT Technician.
· Carry out duties under the direction of the head teacher.
3. 
Necessary Skills and Experience

· A good standard of general education, especially in maths and English.
· Preferably a minimum of three years’ experience in a school office or similar.
· Knowledge of FMS 6 (schools’ financial package), Excel and Word.
· Experience of monitoring budgets and producing high quality financial reports.

· A high standard of organisation, as well as telephone, writing, typing and interpersonal skills.

· The ability to handle potentially challenging situations and the flexibility, confidentiality and ability to cope under pressure in order to meet deadlines.

4.
General Accountabilities

· Comply with all relevant school policies and procedures.

5.
Scope for impact

· The postholder formulates business plans which impact upon the school development plan so that savings identified in the business plan can be translated into action for school improvement, thus meeting OFSTED requirements.

6. 
Job Context
The school is based in a rural area.  The postholder has regular contact with staff, pupils, parents and visitors, and is often the first point of contact.  The postholder also has regular contact with external agencies.

Our organisation is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and post holders to share this commitment.
Signed …………………………………………………… Post Holder


Date ……………………
Signed …………………………………………………… Head teacher

Date ……………………
