Job Description – Finance Officer
1. Purpose of Job
To provide general finance administrative support to the School Business Manager to facilitate the efficient and effective use of the school budget and to administer the school fund.
2. Principal Accountabilities

· Carry out the day to day running of the school fund in accordance with KCC regulations.
· The collection of and accounting for cash and electronic payments to the school fund.
· Place and process orders, invoices and expenses using Capita SIMS FMS.
· Check incoming stock deliveries and arrange for distribution.

· Respond to queries from suppliers about orders / payments.
· Arrange supply cover for teaching staff.
· Obtain quotes and organise travel for school trips.
· Administration of the school milk scheme.

· Undertake other routine clerical and financial duties as required.
3. Necessary Experience

· Proven good level of numeracy

· Accounting experience is desirable
· Must be computer literate and accurate. 

· Have experience of working in a busy office environment.

· Experience of SIMS / FMS and/or School Fund Manager (Pebble) would be an advantage but training can be given.

· Good communication and efficient organisational skills together with a positive approach are essential

· Ability to prioritise own workload and to work to deadlines
· Driving licence and own car to facilitate banking

4. Scope for Impact
The job holder will be part of the office team.  Making payments in a timely and efficient fashion will contribute to the school’s reputation with outside stakeholders.  Organising prompt and accurate school fund collection and banking of receipts will impact on the smooth running of the school.

5. Grade:


Kent Range 3
6. Line Manager:

School Business Manager
7. Organisation
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Signed ………………………………………………………………………..

Date …………………………

Name …………………………………………………………………………

This job description is provided to advise the job holder of their main duties.  It may be amended from time to time without change to the level of responsibility appropriate to the grade of the post.

