Benchmarked Jobs for Schools

Finance/Bursarial

Finance Assistant

JD010 April 2003

Job Description

Job title: Finance Assistant 

Reports to: Head Teacher 

Job holders name: 

Location:

Grade: KS5

1. Purpose of job

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 Head Teacher and Governors as required.

Dimensions:

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

· No direct budgetary responsibility but monitors school budget of £328k per annum.

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

· N/A

(3) Other relevant and readily available statistics or indicators about the scope of the job).

· School roll of 210 pupils

· Forecasts and monitors payroll expenditure for 27 members of staff
Principal Accountabilities:

(a) 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.

(b) Oversee the school cheque book system to include monitoring petty cash withdrawn by the School Secretary, raising invoices, processing payments, maintaining records of expenditure on SIMS and reconciling these against bank statements to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

(c) 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.

(d) 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. 

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

(f) 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.

(g) 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

Necessary Experience:

· GCSE or equivalent in Maths together with a minimum of two years experience in a financial role is essential. Also essential are computer literacy skills and experience of using computerised accounting packages.

· Ideally, the postholder will have previous experience of working in a School office and in using the SIMS system. Otherwise, they must have the ability to quickly become proficient in the School’s financial systems following training.

Scope for Impact:

(a) In planning for the current financial year, as the School no longer receives its whole budget for the year in April, for the first time, the postholder had to work on cash flow projections taking into account potential pay rises and other fluctuating costs. This involved a considerable amount of time spent with

the Head Teacher to agree planned expenditure and analysis of each employee’s salary costs.

(b) The School has recently purchased a mobile classroom to be dedicated to the teaching of IT, 9 new computers will need to be purchased for the mobile. The postholder will be expected to determine what equipment and facilities (e.g. supply of electricity, security measures) the school can afford this year.

(c) Through careful monitoring of spend by the postholder last financial year, the School have a roll of approximately £8k to this year; this will act as a buffer for the School as they are now in receipt of their funding monthly and would incur bank charges if they went overdrawn.

6. Job context

Job Context:

Liaison within the School is mostly with the Head Teacher and the School Secretary. Contact with the LEA is mainly with the Personnel Provider, Finance Section within Area Office and with the Payroll Provider.

External contact is mainly with suppliers in relation to ordering and payment of invoices.

Organisation:

[image: image1.wmf]Teaching staff

Deputy Head

Postholder

P/T Clerical Asst.

KS3

Secretary

KS6

 Headteacher

[image: image2.wmf]Teaching staff

Deputy Head

Postholder

P/T Clerical Asst.

KS3

Secretary

KS6

 Headteacher

Change Statement:

The responsibilities of the post have increased considerably over the last 4 years.  Previously the duties of the post largely consisted of ordering and processing invoices for payment.  The demands on the postholder have gradually increased with the introduction of new systems and the need to ensure better budgetary controls are in place to maximise funding available from different sources.
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