Benchmarked Jobs for Schools

Finance/Bursarial

Finance Officer

JD008 April 2003

Job Description

Job title: Finance Officer

Reports to: Head Teacher 

Job holders name: 

Location:

Grade: KS4

1. Purpose of job

Purpose of Job:

To manage the financial systems within the school and to ensure that the school remains within the requirements laid down by the Local Management Scheme.

Dimensions: sions

Current year income and expenditure budgets relevant to the job and capital budget if appropriate.

· No direct management of a budget, monitors the budget categories to ensure budget holders remain within their limits.

Numbers of directly subordinate staff with grade breakdown if large numbers apply.

· No directly subordinate staff.

Principal Accountabilities:

(a) Maintains financial databases to ensure that overall spending matches budget allocation.

(b) Plans cash flow to ensure financial resources match monthly  requirements.

(c) Prepares reports for the Area Office, the Headteacher and the Governing Body to keep them informed and ensure that no overspend occurs.

(d) Implements spending decisions made by the Governing Body to ensure procedures are followed and the process runs smoothly.

(e) Monitors individual budget categories to ensure that individual budget holders remain within their boundaries.

(f) Identifies possible problems to the Headteacher in order to facilitate preventative or corrective action.

(g) Acts as a consultant to the Headteacher and the Standards Fund Manager on all aspects of financial administration to ensure that they remain within statutory requirements.

4. Necessary experience

Necessary Experience:

· 5 years experience of managing finance systems, preferably in accounting or banking.

· 5 years general administrative experience.

· GCSE Maths, A level in a relevant subject eg Maths, Economics, Business Studies

· Some experience of working with education.

Scope for Impact:

(a) The postholder has redesigned the finance systems to make them less bureaucratic and easier to use.

(b) The postholder has continued to develop the systems to improve value for money.6.

6. Job context

Job Context:

The postholder liaises with budget holders on the ordering of supplies and with the Deputy Headteacher on the management of the Standards Fund.

The postholder reports to the Headteacher, and works alongside the secretary to provide a seamless administrative service.

The Financial Officer and the Secretary liaise to ensure that the office is staffed at all times.

The postholder works with the caretaker whose role is to check orders and report to the postholder. The postholder directs the distribution of orders.

Organisation:
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