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 6 (Indicative)
1. PURPOSE OF JOB

Responsible for the day to day management and monitoring of the school’s budget and financial systems in accordance with KCC Financial Regulations.  Provide timely and accurate information to the Headteacher and Governing Body as required.
2. DIMENSIONS

Budget:  
Approx. £0.5m.  This post has no direct budget responsibilities
Subordinates: None

3. PRINCIPAL ACCOUNTABILITIES

· Monitor all school budgets on a monthly basis, producing analysis reports to ensure that the Headteacher, Governing Body and Budget Holders have accurate and timely information on school finances.
· Assist the Headteacher in preparation of the annual draft budget and any changes agreed to budget, analysing, interpreting and profiling information to ensure adequate provision is made to cover increasing costs.

· Implement the school policy with regard to the hiring of school facilities and manage the associated financial transactions ensuring all necessary requirements are met.

· Arrange agreed payments, evaluate, audit and monitor expenditure complying with LEA guidelines to ensure best value for money.

· Develop and maintain systems and procedures to ensure information and transactions comply with school, LEA and audit requirements.

· Manage the School Fund within school and LEA requirements to ensure that the school receives best value for money.

· Assist the Headteacher in rescheduling and calculating costs of items for inclusion into the School Development Plan to ensure its effectiveness.

· Develop and maintain systems and procedures to incorporate new financial initiatives e.g. booster classes to ensure that the school is able to make best use of additional monies.

4. NECESSARY EXPERIENCE

· Good general standard of secondary education and would be working towards AAT (Interim) NVQ 2/3 (or equivalent).
· Must have undertaken the Support Work in Schools Programme (VRQ 2) or be working towards obtaining this.

· Must be computer literate with up to date knowledge of current hardware and software packages with experience of setting up databases.

· Should have previous experience of working within financial regulations and have a financial analytical approach.
· Must be aware of KCC Financial Regulations and understand other relevant school policies.

· Good communication and organisational skills are essential.

· Must be able to work under pressure and use own initiative and have the ability to prioritise own workloads and work to deadlines.

5. SCOPE FOR IMPACT

The school is managed as a stand alone business unit.  The post-holder will have responsibility for monitoring the school budgets, by providing good, accurate and timely information to the budget holders, Headteacher and Governing Body to ensure that the school is managed effectively.  
6. JOB CONTEXT

The post-holder is a member of the school’s administrative/management team but would be expected to use their knowledge to resolve 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 and school guidelines, policies and procedures.

The post holder would need to deal with parents, teachers, support staff, the Governing Body, contractors and suppliers, LEA staff, training agencies, supply agencies, insurance companies and auditors.

7. ORGANISATION (not Line Management responsibilities)
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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


