BROOMHILL BANK SCHOOL

JOB DESCRIPTION
JOB TITLE:  Finance Officer
REPORTING TO:  Director of Business & Estates
PRIMARY PLACE OF WORK:  Tunbridge Wells
SALARY RANGE:  KR7 
DIRECTED HOURS:  37 hours per week, 40 week contract (term-time plus 10 days [70 hours] to include INSET, holiday working and after school parent meetings as agreed with Line Manager)
EFFECTIVE DATE OF JOB DESCRIPTION:  May 2019
	JOB PURPOSE

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

	PRINCIPAL ACCOUNTABILITIES

	1
	ADMINSTRATION DUTIES

	1.1
	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.

	1.2
	Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and effective control of income and expenditure.

	1.3
	Preparation and implementation of business plans to ensure strategic development of the school to a high standard, measurable by internal and external criteria.

	1.4
	Ensuring that the school complies with statutory requirements from the DfES, KCC, Governing Body and other agencies

	1.5
	Negotiating contracts and tenders to ensure the most efficient use of resources to ensure best value for money at all times.

	1.6
	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.

	1.7
	Supervise the Finance 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.

	1.8
	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.

	1.9
	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.

	1.10
	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.

	1.11
	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.

	1.12
	Prepare and provide reports for the Headteacher and Department Heads to assign budgets to departments for the forthcoming year, process, monitor and evaluated allocated budgets to avoid excess spending.

	1.13
	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.

	2
	STAFF DEVELOPMENT AND SUPPORT

	2.1
	Training to normally take place during directed hours, which may include time on designated INSET days. To undertake identified training as required and fully participate in regular CPD and review meetings.

	2.2
	Positive approach to improving job skills and performance.

	3
	OUR VALUES AND BEHAVIOURS

	3.1
	Truth and Judgement

	3.2
	Conversation and Compassion

	3.3
	Empowerment and enterprise

	3.4
	Outcomes and Delivery 

	4
	OTHER DUTIES AND RESPONSIBILITIES

	4.1
	Positively promote and enhance the profile of the school to all visitors and external agencies whenever possible.

	4.2
	Treat information relating to all school matters as strictly confidential at all times and adhere to the Data Protection Policy.

	4.3
	Raise any issue, concern or grievance relating to this employment directly with the Director of Business and Estate in the first instance.

	4.4
	Any other duties that may reasonable be required by the Head of School or Governors.

	4.5
	You may be required from time to time, in line with the need of the school, to work at either BBS(W) or BBS(N).

	4.6
	Review this JD with the Director of Business and Estate annually.  Any changes will be made following consultation.


Agreed by:_______________________________________(Job Holder)

Agreed by:_______________________________________(Line Manager)

Note

1.
This job description describes duties which the Postholder is expected and required to perform.    It is not a comprehensive statement of procedures and tasks but sets of the main expectations of the School in relation to the Postholder’s professional responsibilities and duties.

2.
This job description will be reviewed at least once per year and may be subject to modification at any time after consultation with the Postholder.

3.
Broomhill Bank School recognises diversity and expects all staff to adhere to the school’s equality duties and treat all students and work colleagues fairly regardless of race, colour, gender, disability, age or religious belief.

The governors are committed to safeguarding and promoting the welfare of children and the successful candidate will therefore be subject to an Enhanced Check with the Disclosure Barring Service.

Broomhill Bank School recognizes diversity and welcomes applications from anyone with relevant qualifications and knowledge.
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