FAWKHAM C.E. PRIMARY SCHOOL

JOB DESCRIPTION 

JOB TITLE: Finance/Data Officer
RESPONSIBLE TO: Headteacher

​​​​​​​​​​​​​​​​​​​​​​​__________________________________________________________
To work under the direction and guidance of the Headteacher and governors, to carry out a wide range of financial and secretarial tasks, and help to run a friendly but efficient school office.

Main Duties and responsibilities

1. Manage all aspects of the financial systems within school, including:- 
· Processing and monitoring monthly salaries and the school budget - both the main school budget and the school voluntary fund

· Completing VAT returns

· Managing the school budget

· Completing KCC six and nine month monitoring and annual returns,

· Assisting in the setting of the school three year budget plan

· Carrying out end of year processes for pupils, staff, data and the finance packages 

· Taking responsibility for school ordering and invoices.

2. To take a lead role in preparing and compiling evidence for SFVS, Compliance Inspections etc.  

3. Help monitor the systems in place to ensure and improve value for money.

4. Research relevant bodies, obtain and present 3 quotes for consideration and lead on managing and liaising with companies appointed to undertake works.

5. Prepare budgets for presentation to the Governing body Resources committee. Attend meetings and assist the Headteacher in presenting the budget and answering governors’ questions.

6. Be responsible for helping the HT to manage the CPD of all staff.

7. Using SIMs, complete, store and transfer school data and children’s records, populate system with new admissions information, update attendance etc.

8. Manage SIMs Assessment Manager, imputing assessment data for staff and printing out data as required. Also to ensure that on a termly basis parents receive assessment data regarding their child’s reading, writing and maths targets and levels of attainment.
9. Complete Local Authority and DfE returns e.g. Workforce Census and PLASC. 

10. Monitor and enquire about staff and pupil absences

11.  Manage attendance data  - reports, imputing data in analysis spreadsheet, implementing penalty notices, sending termly letter to parents and liaising with the LA attendance officer.
12. Administer other electronic data returns to the DFE and Local Authority.
13. Complete relevant forms for pupils leaving the school; update the Pupil Database; and send pupils’ files and record cards to the relevant secondary schools to ensure that procedures are complied with
14. Ensure IT office systems are effective and in good working order e.g. email and storage systems.  Liaise with EIS and Management Information.
15. Working alongside and with the school secretary:-

· Update and maintain both school and children’s records, extract information from government and LEA websites, and produce ad hoc reports/print-outs.
· Create and maintain Class Registers and attendance marks..
· Reception and telephone, take messages, filter visitors and enquiries as appropriate, respond to pupil and parent enquiries.
· General typing and word-processing and emailing of letters and memoranda, composing letters for signature etc.
· Develop and maintain efficient and up to date manual and electronic systems, ensuring that information such as admissions and attendance is kept confidentially, and is accurate and readily available.
· Administer medicines and first aid to pupils to ensure their welfare at school.

16. Such other duties as the Headteacher, governors or line manager may from time to time require.

THIS JOB DESCRIPTION WILL BE REVIEWED ON AN ANNUAL BASIS AND THE DUTIES MAY BE VARIED TO MEET THE CHANGING DEMANDS OF THE SCHOOL.

Signed:………………………………………………...Date:…………………..

Headteacher:………………………………………… Date:…………………..

Job Description produced September 2021
Job Description – Finance/Data Officer
Page 1
Job Description – Finance/Data Officer     
Page 2

