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ST. GEORGE'S C of E FOUNDATION SCHOOL
JOB DESCRIPTION
JOB TITLE:


Finance Officer (Payroll)
GRADE:


Kent Range 5
ACCOUNTABLE TO:
Director of Finance
JOB PURPOSE:

To provide service within the Finance Office as detailed below.

DIRECTLY RESPONSIBLE

TO THE POSTHOLDER:
Not applicable.

TEAM LEADER TO:

Not applicable

KEY ACCOUNTABILITIES:

All staff at St George’s C of E Foundation School are expected to actively support and promote the vision and values of the school.

The Finance Officer (Payroll) is responsible to the Director of Finance for the following:
1. To handle all ordering and delivery procedures, liaising with the Lead Learners and Directors of Learning, Budget Holders and Caretakers providing evidence relevant to goods ordered to keep records of ‘Best Value’.

2. To process all orders on the school’s computerised accounting system, liaising with Budget Holders in respect of any queries relating to deliveries, including arranging for credit notes if applicable.

3. To ensure all orders are delivered within appropriate time scale and follow up orders that fall outside.

4. Dealing with the Petty Cash procedures, ensuring claim forms are completed and signed by the relevant member of staff and all necessary receipts are in order.  Dealing with the necessary reimbursements to members of staff and arranging for the account to be reimbursed on a monthly basis.  Authorising cash in advance payments, in accordance with school procedures. Processing petty cash on the system on a monthly basis.

5. The banking of all school receipts, ensuring all procedures are followed correctly.  Bring any discrepancies to the attention of the Director of Finance.

6. Reconcile the credit card statements on a monthly basis and prepare paperwork for the purchase card cheque run.

7. To support student visitors to the finance office e.g. adding cash to individuals card, taking money for school trips etc. 

8. To manage the on-line payment scheme ensuring that all staff, new students and their parents are given the opportunity to register on the system.  
Cashless Catering System:

1. To ensure that the machines have been emptied and banked twice every week.

2. To keep accurate records of banking and income relating to Cashless Catering System.
3. To manage the Cashless Catering Account and process transfer on FSM.

4. To oversee reconciliation of the Cashless Catering system/bank monthly.

5. To produce and analyse Management Accounting reports relating to Catering income as and when required. 

Asset Management

1. To register all assets with a purchase value of £250 or more ensuring that the system is updated regularly.

2. Once a year to Audit the register against actual recorded items and provide a report for end of year closedown.
3. To ensure that the correct procedure is followed for the disposal of assets.

Payroll and Pensions

1. To prepare each month within the defined timetable payroll ready for processing by Capita.  This to include:

a. Ensuring all new starters and leavers paperwork received from Personnel is in order and inserted on My View database for the appropriate pay run and that relevant paperwork is scanned and sent to Capita using “Ask HR” on-line service;

b. Ensuring any personal and contractual changes notified by Personnel are inserted on My View database;

c. All sickness and absences of staff are recorded on My View database as notified by Personnel

d. All travel, lunch duties and overtime claims received are processed on My View database;

e. Ensuring pension contributions are correctly included in the pay run

f. Verifying draft-pay run and liaise with the Director of Finance to confirm authorisation.

g. Distribution of payslips to staff each month and, if necessary, arrange to post pay slips to staff/former staff who are not attending school;

h. Preparation of monthly summary of pay roll for third party breakdown and reconciliation, liaising with the Director of Finance.

2. To oversee the management of pensions for staff and to ensure correct paperwork is completed for new starters, leavers and staff retiring ensuring that the payroll provider provides timely pay figures where necessary.

Other Duties
1. To undertake such other duties as the Director of Finance and the Senior Leadership Team may determine within the range of duties expected of Financial staff.
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PERSON SPECIFICATION

1. The ability to communicate effectively with all school Stakeholders.


2. Good organisational skills.


3. Must be ICT literate.


4. Must have an aptitude for figure work.
5. Knowledge and experience of managing Payroll 


6. The ability to meet deadlines and work under pressure during busy times.


7. The ability to work on their own initiative, as well as part of a team.


8. A good standard of general education and an interest in pursuing AAT qualifications.

