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
Finance

Main School Budget

To:

· Assist in the setting of the school three year budget plan using FMS, BPS
· Manage the school budget on a day to day basis
· Process all documents relating to accounts receivable and accounts payable following KCC procedures
· To make all necessary payments using either the cheque book or via BACS
· Be responsible for all cash and bank, as necessary
· Process and monitor monthly salaries (to include sickness, overtime and any expenses)

· Check all SPS and Capita Contract/Payroll reports

· Implement any changes to pay including for example pay awards/ contract changes, notifying the relevant companies as necessary and amending on SIMs

· Carry out any work relating to staff pensions

· Record and send monthly meter readings where required e.g. electricity/water/photocopier

· Monitor the oil levels for the main boiler and ensure this is sufficiently maintained
· Complete the monthly monitoring to include:

· Completing VAT returns
· Reconciling the monthly Bank Statement
· Checking Statement of Account/ Remittance Advice/ Salaries documentation/DD Notification
· Take responsibility for the operation of One Card and Bankline and make any changes as and when necessary.

· Help monitor the existing systems to ensure and improve value for money.
· Research relevant bodies, obtain and present 3 quotes for consideration and lead on managing and liaising with companies appointed to undertake works.
· Complete and return the KCC six and nine monthly monitoring returns,

· Complete all financial processes in relation to Year End Closedown, including the submission of the  End of Year Returns (including early returns) to the LEA

· Take a lead role in preparing and compiling evidence for SFVS, Compliance Inspections etc.  
· Prepare budgets for presentation to the Governing Body (not limited to but including the Resources Committee). Attend meetings and assist the Headteacher in presenting the budget and answering governors’ questions.
· Be responsible for the safe destruction of financial files in line with the KCC Retention Policy
· Maintain the Asset Register using FMS

· Keep record of all free school meals taken and ensure they agree with all current permits amending on SIMS as necessary

School Voluntary Fund

To:

· Maintain the online school voluntary fund (Tucasi)

· Record and make payments (including transfer in/out of the main school budget as required)
· Monitor payments made via Parentmail and record accordingly

· Be responsible for all cash and bank, as necessary
· Reconcile the monthly bank statement

· Complete the end of year processes in preparation for the external annual audit

· Complete all necessary paperwork with regards to the bank account
Personnel
To:
· Make-up all staff files 
· Enter all staff details onto SIMS and keep this up to date at all times

· Update staff contracts and salaries in conjunction with SPS and Capita Payroll and update SIMS as required
· Ensure the relevant forms are completed in relation to staff absence/sickness and details are entered onto SIMS. Obtain medical certificates where necessary and inform the relevant services e.g. Capita Payroll
· Assist the Headteacher in managing the CPD of all staff

· Complete the Schools Workforce Census

· Circulate Staff Data collection sheets and SWC checking sheet annually to staff for their agreement. Ensure staff next of kin/emergency contacts are kept up to date.

· Be responsible for the safe destruction of personnel files in line with the KCC Retention Policy

Attendance

To:

· Check the daily attendance registers, recording any absences and chasing parents where necessary for absence notes/reasons

· Check meal registers against the attendance registers and inform the school cook of daily meal numbers
· Keep yourself up to date with changing legislation regarding attendance

· Manage attendance data, creating reports as required for Headteacher and the KCC Liaison Officer (Inclusion & Attendance)

· Create and distribute the termly attendance letter to parents

· Implement penalty notices as necessary

· Liaise with the KCC Liaison Officer (Inclusion & Attendance) as and when necessary

· Create all attendance certificates on a termly basis

Data Management

To:

· Manage SIMS Assessment Manager, inputting data as required

· Send out termly assessment data for reading, writing and maths targets/levels of attainment to all parents
· Complete all Local Authority/DfE returns e.g. School Census/Schools Workforce Census
Specific General Office Duties

To:

· Complete relevant forms for pupils leaving the school in-year and reporting this on-line. To make the pupil a “leaver” in SIMS, creating and sending a CTF and forwarding the hard-copy file onto the destination school.
· Organise and maintain records relating to PAT Testing

· Liaise with the SENCO with regards to SEN in preparation for the Schools Census

· Replenish stamps as required

General Office Duties Working alongside the School Secretary/Admin Assistant
· Ensure IT office systems are effective and in good working order e.g. email and storage systems.  Liaise with EIS and Management Information.
· Reception duties to include answering the telephone, taking messages, filtering visitors and enquiries as appropriate and responding to pupil and parent enquiries either in person or via email/telephone

· Administer medicines and first aid to pupils to ensure their welfare at school. and to complete the necessary related paperwork.
· General typing and word-processing and emailing of letters and memoranda, composing letters for signature etc. including the use of Parentmail in the absence of the secretary/admin assistant

· Keeping all data secure and confidential in line with GDPR
· Carrying out end of year processes for pupils, staff, data as necessary

· To apply upgrades for the main computer system and SIMS and applying patches and filesets where appropriate

· Keep the mezzanine and the photocopier rooms tidy

· To archive all files and arrange the removal of confidential waste on an annual basis

· To replace all purchasing catalogues as and when necessary

· Store and monitor lost property
· 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:…………………..
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