
KENT COUNTY COUNCIL
HAY JOB DESCRIPTION QUESTIONNAIRE

Job Title:
Finance Officer


Directorate: Children, Families & Education
Reports to:
Headteacher



Job Family: Business Effectiveness
Job Holder’s Name: 



Location: ******** School


Post Number:




Date: 









Current Grade:  KS 5 (Indicative)
1. PURPOSE OF JOB

Forecast and monitor expenditure of school budget against specific headings in accordance with KCC Financial Regulations and Education requirements and provide information to the Headteacher and Governors as required.
2. DIMENSIONS

Budget: Approx £400k.  This post has no direct budget responsibilities.
Subordinates: None

3. PRINCIPAL ACCOUNTABILITIES
· Assist the Headteacher in the preparation of the annual budget planning process and cash flow forecasts and prepare monthly reports to the Governing Body on expenditure, commitments and alerting them to any projected overspend or cash flow problems to ensure spending is within agreed limits.

· Oversee the school cheque book system to include monitoring petty cash withdrawn by the School Secretary, raising invoices, processing payments, maintaining records of expenditure on SIMS and reconciling these against bank statements to identify any anomalies and rectify these.

· Maintain staff salary information on SIMS, as notified to payroll by the School Secretary and check against ORACLE printouts to identify any discrepancies. Liaise with Personnel and Payroll over incorrect salary payments to determine how the errors have occurred and to rectify these.

· Monitor Standards Fund spending for training and development, advising the Standards Fund Co-ordinator on the availability of funding for planned training, against a number of different headings, according to eligibility criteria, to ensure that this Government funding is maximised. 

· Provide guidance to other School administrative staff on preparing orders for goods and services to ensure they comply with KCC Financial Regulations.

· Provide monthly reports to Area Finance to enable VAT to be reclaimed and complete and submit forms recommending virements to the Formula Budget as discussed and agreed with the Headteacher to ensure adequate funding is available under each budget heading.

· Maintain the School’s register of assets by including all new purchases of equipment etc., that are valued at £50 or over, for insurance purposes and to comply with Internal Audit requirements.

4. NECESSARY EXPERIENCE

· Good general standard of secondary education (NVQ 2 or equivalent) and the post holder must be numerate.

· Must have undertaken the Support Work in Schools Programme (VRQ 2) or be working towards obtaining this.

· Must be computer literate and have previous experience of working within financial regulations.
· Must be aware of KCC Financial Regulations and understand other relevant school policies.

· Good communication and organisational skills are essential.

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

5. SCOPE FOR IMPACT

The school is managed as a stand alone business unit.  As part of the Finance Team the post-holder will have responsibility for assisting with the monitoring of the school budgets, by providing good, accurate and timely information to the budget holders to ensure that the school is managed effectively.
6. JOB CONTEXT

The post-holder is a member of the school’s finance team but would be expected to use their knowledge to resolve basic problems.  There is regular support and supervision available but the post holder will need to apply their knowledge, experience and training to develop and improve the financial support services to the school.
The post holder is responsible for ensuring that invoices, receipts and staff payments are processed and recorded in the school’s computer systems within strict deadlines and in accordance with KCC Financial Regulations.

7. ORGANISATION (not Line Management responsibilities)
Headteacher
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         Finance Officer
8. CHANGE STATEMENT

As a result of the Government’s initiative “School Workforce Reform” and the National Agreement “Raising Standards – Tackling Workloads” new ways of employing support staff in schools are being sought.  The National Workload agreement suggests that schools should deploy more staff in extended roles and the role of the Finance Officer is one of these.
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Agreed By ……………………………….
Approved By ………………………………………..

                   Job Holder
                                                       Manager

Compiled By ……………………………. Approved By ……………………………………..

                       Job Analyst
                                                  Chief Officer / Nominee
Autumn 2006


