St. George’s CEP School 
Finance and Personnel Officer

Grade:  Kent Range 4 
Hours:  Part time 39 weeks per year 15 hours per week (9am – midday every day) One week to be worked in August in preparation for financial year end.
Job Purpose
To provide effective and efficient Personnel and Finance support to the school
Principal Accountabilities

· Absences of staff – recording and admin

· Ordering/ invoices and BACS

· Achieving value for money

· Personnel support for Head Teacher 

· Finances for trips

· School money

· Minibus compliance e.g.insurance/ tax/ MOT 
Subordinate staff

None

Line manager

Head Teacher. School Business Manager.

Agreed by……………………………………………………  Approved by……………………………….

Specific Accountabilities
· To evidence all staff absences ensuring there is a whole school list which should be sent the HT for his governor’s reports. Support HT with any letters required to be sent to staff for absence monitoring. Ensure returns are sent to the Trust for back to school interviews.

· Setting up of Suppliers and processing of orders.  Ensuring all orders are submitted and authorised by the correct budget holders, ensuring best value policy is adhered to. Matching orders (ensuring orders are checked by second person), delivery notes and processing of   invoices ensuring all invoices for the current month are processed for month end. To raise Sales Ledger invoices as required. To be responsible for banking. To answer telephone queries on orders, invoices and payments. To assist with any other financial procedures to support the School Business Manager. To assist School Business Manager with the maintenance of the Asset register. To enter all salary claims, unpaid leave and absence on payroll spreadsheets on a monthly basis.
· To source resources from the internet or catalogue to achieve best value for money within a timely manner. 
· To assist with administration associated with appointment of staff. To assist with administration associated with sickness and occupational health reviews as requested by the HT.
· To arrange finances for trips in liaison with the teacher and ensure they are recorded and reported when necessary. 
· The duties above are neither exclusive nor exhaustive and the post holder may be required by the Head Teacher or School Business Manager to carry out appropriate duties within the context of the jobs, skills and grade.
· To ensure all compliance issues with the minibus are adhered to e.g. insurance. To seek best value for the ongoing maintenance of the minibus in liaison with the caretaker. 
Experience

· High standard of general education 
· Finance based qualification e.g. book keeping, entry level accounting. 

· Computer Literacy
· A mature and sensitive manner and excellent inter-personal skills are required
· Confidentiality, efficiency and ability to work on own initiative is essential

· Work as a team member and maintain the ethos of the school as set by the Head teacher and Governing Body
· To ensure the provision of efficient and high quality support. 
	
	Qualifications
	Essential
	Desirable

	1
	Educated to A- level standard to include maths.
	(
	

	
	Book keeping or other accounting based entry level qualification
	
	(

	2
	The ability to write to a good standard of literacy to include excellent report writing skills.
	(
	

	
	Experience
	
	

	4
	At least one year’s related experience of work within a busy office environment
	(
	

	5
	Working with children, young people, parents and families preferably within an educational context.


	
	(

	6
	Working with professionals from other agencies and in multi-agency context.


	(
	

	7
	Using IT systems to compile reports.
	(
	

	
	Knowledge 
	
	

	8
	Use of school systems such as SIMS or other main stream systems in an office environment.

	(
	

	9
	Demonstrate an understanding of issues linked to confidentiality
	(
	

	10
	Demonstrate knowledge of most common office Microsoft packages
	(
	

	11
	Demonstrate a good level of fluency
	(
	

	12
	Ability to communicate effectively both orally and in writing especially with pupils, parents, school staff.
	(
	

	13
	Ability to persuade and negotiate as well as good interpersonal /communication skills
	(
	

	14
	Able to use own initiative and work alone when necessary.
	(
	

	15
	Ability to maintain accurate and up to date records
	(
	

	16
	Ability to meet tight deadlines and plan and manage own time effectively.
	(
	

	17
	Demonstrate an ability to cope with stressful / conflict situations. 
	(
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