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Purpose of the Job:

To provide an effective financial and administrative service to support and enhance the running of a large primary school in accordance with KCC Financial Regulations.  Provide timely and accurate information to the Headteacher and Governing Board as required.
Key duties and responsibilities:

1. Formatting salary proposals in line with the School Development Plan for the Governing Board in order to co-ordinate an annual budget of income and expenditure at the school.

2. Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and effective control of income and expenditure in partnership with the KCC finance officer.
3. Ensuring that the school complies with statutory requirements from the DfES, KCC, Governing Body and other agencies.

4. Negotiating contracts and tenders to ensure the most efficient use of resources to ensure best value for money at all times.

5. Work with the administrative team collegiately and support their development.

6. Prepare, implement and reconcile all financial transactions relating to the school’s income and expenditure, to ensure compliance with legal requirements and KCC Financial Regulations.

7. Prepare and provide reports for the Headteacher and to assign budgets for the forthcoming year, process, monitor and evaluated allocated budgets to avoid excess spending.

8. Manage and take responsibility for all accounting procedures in relation to the School Fund ensuring that all KCC audit requirements are met.

9. Support the Headteacher in a consultative and administrative capacity in matters of Finance, Personnel and school administration to provide an objective and informed view to aid decision making.
Either:

· Manage all personnel processes to ensure that all documentation is accurately completed and forwarded to the relevant departments in compliance with school policy, KCC policy and legal requirements. 

Or:

· Manage the process to ensure site risk assessments are completed and statutory requirements are met in partnership with the Site Manager.

· Oversee the letting of the school premises and, where necessary, follow up and solve problems on behalf of the school and its clients, in order to capitalise on the school’s property assets and generate additional income.

Person Specification:
	
	CRITERIA 

	QUALIFICATIONS / EXPERIENCE
	Level 3 Diploma (or equivalent) with accountancy and finance and knowledge / skills or relevant experience working in finance

	SKILLS AND ABILITIES


	High level of literacy and numeracy skills 

· Ability to communicate a range of financial information both verbally and in writing with the senior leadership team and other staff. 

· Computer literacy – ability to produce a range of documents and reports, including non-standard reports using Windows XP, Excel spreadsheets and database functions 

· Report writing skills and the ability to draft correspondence

· Diary and time management skills 

· Ability to investigate queries and anomalies when required 

· Ability to prioritise own workloads and work to deadlines is essential 

· Ability to take a proactive approach to tracking action points from meetings and correspondence, in liaison with the Headteacher 

· Commitment to equalities and the promotion of diversity in all aspects of working and demonstrate a commitment to treating all people fairly 

· Have a sense of humour 
· Demonstrate a basic understanding of the work of a school 

· Demonstrate a desire to work highly effectively as a member of a small close knit staff group 

· Demonstrate commitment to and evidence of Continuing Professional Development 



	KNOWLEDGE


	· Either nationally recognised or in-house qualifications for finance or experience of using in-house finance software packages 

· Experience of working in a finance role, particularly within a school 

· Ability to monitor and process accurate financial records 

· Have previous experience within financial regulations 

· Requires knowledge of accounting and financial procedures sufficient to be able to maintain and manage accounts, produce financial reports, advise on variances

· Knowledge of a range of IT systems 

· Awareness of Data Protection and confidentiality issues 

· Awareness of, policies and procedures relating to Health and Safety General 

· Understand what is meant by safeguarding and the different way in which children can be harmed 

· Understand and comply with procedures and legislation relating to confidentiality 

· A willingness to be trained as a first aider 




	

	



