Kent County Council

Job Description: Finance Officer – Level 3.2
	School:
	Smeeth Community Primary School

	Grade:
	Kent Range 6 – 8 

	Responsible to:
	Line Manager


Purpose of the Job:

To provide an effective financial and administrative service to support and enhance the running of a primary school in accordance with KCC Financial Regulations. To provide best value, timely and accurate information to the Headteacher and Governing Body as required.

Key duties and responsibilities:

1. Formatting salary proposals in line with the School Development Plan for the Financial Sub-Committee in order to co-ordinate an annual budget of income and expenditure at the school.

2. Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and effective control of income and expenditure. 
3. Preparation and implementation of business plans to ensure strategic development of the school to a high standard, measurable by internal and external criteria.

4. Ensuring that the school complies with statutory requirements from the DfES, KCC, Governing Body and other agencies.

5. Negotiating contracts and tenders to ensure the most efficient use of resources to ensure best value for money at all times.

6. Managing 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 legal requirements.
7. Manage and control all Corporate Card accounting.

8. Supervise the Administrative Officer.  Conduct appraisals for TCP and identify and recommend developmental training to ensure that an efficient and effective service is provided to support staff, pupils, parents and Governors.

9. Support the Headteacher in a consultative and administrative capacity in matters of Finance, Personnel and school administration to provide an objective and informed view to aid decision making.

Alternate Duties would be: 

1. Prepare, implement and reconcile all financial transactions relating to the school’s income and expenditure, to ensure compliance with legal requirements and KCC Financial Regulations.
2. Monitor the school’s financial processes and budgets.
3. Oversee, authorise and timetable the letting of the school premises and, where necessary, follow up and solve problems on behalf of the school and its clients, in order to capitalise on the school’s property assets and generate additional income.

4. Ensure that all caretaking and midday meal supervisor staff movements are accounted for i.e. new starters, leavers, overtime etc. updating personnel and payroll records accordingly.

5. Prepare and provide reports for the Head Teacher and SLT to assign budgets to departments for the forthcoming year, process, monitor and evaluated allocated budgets to avoid excess spending.

6. Manage and take responsibility for all accounting procedures in relation to the School Fund and Standard’s Fund ensuring that all KCC audit requirements are met.

Additional Notes:
The content of this job description provides an outline of the post only and is subject to annual review following consultation with the post-holder. Roles and responsibilities can be changed through negotiation.
Kent County Council

Person Specification: Finance – Level 3.2
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be shortlisted.   

Applicants should describe in their application how they meet these criteria.

	
	CRITERIA 

	QUALIFICATIONS

	· Level 3 Diploma (or equivalent) with accountancy and finance and knowledge / skills.
· 

	EXPERIENCE


	· Significant experience of working in a finance role.
· Supervisory/Line Management experience desirable.


· 

	SKILLS AND ABILITIES


	· Ability to communicate a range of financial information both verbally and in writing with the senior leadership team and other staff. 

· Keyboard skills applied with precision and speed.
· Must be computer literate and have previous experience of working within financial regulations.
· Ability to prioritise own workloads and to work to deadlines is essential.



	KNOWLEDGE


	· Requires knowledge of accounting and financial procedures sufficient to be able to maintain accounts, produce financial reports, advise on variances. 

· Must be aware of KCC Financial Regulations and understand other relevant school policies.
· Knowledge of the School’s Record Retention Policy and freedom of information protocols of awareness of the requirement for this policy and protocol.

· Knowledge of a range of IT systems.
· Knowledge of computerised and manual filing systems.
· Awareness of Data Protection and confidentiality issues.
· Staff will be expected to have an awareness of and work within national legislation and school policies and procedures relating to Health and Safety. 
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