Lydden and River Primary Schools Federation
DRAFT JOB DESCRIPTION 

Post: 



Finance Officer

Post holder: 



Grade:


Kent Range 5
Responsible to: 

Business Manager 
All staff are ultimately responsible to the Executive Headteacher.

1. Purpose of Job
This is a vital operational management role in school. The prime purpose is to support the Headteacher, Governing Body, staff and pupils in the organisation of the school from a financial viewpoint, to be responsible for accurately all financial information relating to the whole school budget, ensuring that all internal KCC regulations and legislative requirements are met.  
2. Key duties and responsibilities 
· Maintain established financial procedures for all school monies, to ensure compliance with legal and national requirements and KCC audit procedures. 

· Maintain and monitor all budgets and provide regular reports to ensure efficient and effective control of income and expenditure, to ensure the balancing of the school’s finances and ensure that spending is in accordance with school policies.

· Prepare evidence for assessment such as KCC Monitoring and Compliance Visits.

· Maintain accurate manual and electronic records to ensure that information is readily available and easily accessible.

· Facilitate lettings agreed by the Business Manager, through production of relevant documentation and ongoing management of lettings agreements, including invoicing and maintenance of up to date supporting information. 
· Administer the Parent Pay income system, ensuring that all items are reconciled and transferred to FMS on a regular basis

· To deal with the finances associated with school trips, including income collection and costings in liaison with the trips administrator.
· Work with Samphire Learning Hub finance officers (or equivalent), sharing learning and knowledge within the role and to ensure a collaborative approach to purchasing/resourcing as appropriate.

· Liaise with external agencies with regard to smooth running of the school to ensure best value is achieved and that the needs of the school are met.

· Ensure that all orders and invoices are processed correctly and on time so that any discrepancies can be dealt with before they cause problems thus saving the school unnecessary expense.

· Be responsible for all monies taken in to the school office ensuring accurate recording and chasing of debtors.

· Banking of all income

· Manage income from 3rd party agencies such as Kent Music, and dealing with the raising of invoices for music clubs, instrument rentals and purchases.
· Manage the spend of ring fenced grants such as the Sports Fund and Pupil Premium Grant in line with the schools agreed plans and provide details of spend to the leaders of these areas 
· Maintain training records for all staff and ensure courses are booked and recorded and ensure any time limited qualifications are renewed in a timely fashion
With the Business Manager 

· Maintain all staff and budget administrative records and the School Information Management System to ensure current and up to date information is accessible and accurate. 

· Provide all payroll and personnel documentation and liaise with staff, personnel and payroll to resolve pay queries and ensure that all staff are paid correctly. 

· Maintain records of staff absences and liaise with Headteacher, personnel and payroll to ensure that Absence Management and Attendance policies are adhered to. 

· Manage queries from various sources, in person, in writing or by telephone to ensure that an appropriate response is provided and that accurate information is given.
· Ensure that GDPR and data protection are foremost considerations when undertaking the role and archiving and destruction are undertaken in accordance with the Records Management Scheme for Schools
4. Necessary Experience 

· The post holder requires an extensive knowledge of financial procedures and regulations and would ideally be qualified to NVQ level 3 (or equivalent) 
· A high level of interpersonal and communication skills are necessary in order to work effectively within the school team. Sustaining positive professional relationships with suppliers and contractors is an expectation. 

· Detailed knowledge and experience in financial procedures is essential, as is computer literacy and competency in keeping accounts. 

· A flexible, efficient approach is required with the ability to resolves complex problems and work on own initiative to tight deadlines. 

It is understood that areas of responsibility are from time to time subject to review and are negotiable in the light of the needs of the school and the professional development of the staff.

This job description may be reviewed at the end of the academic year or earlier if necessary.  In addition, it may be amended at any time after consultation with you.

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

Signed……………………………………………………..  Executive Headteacher
