Benchmarked Jobs for Schools

Finance/Bursarial

Finance Officer

JD011 April 2003

Job Description

Job title: Finance Officer

Reports to: Head Teacher
Job holders name:

Location:

Grade: KS6

1. Purpose of job

Purpose of Job:

Responsible for the day to day management and monitoring of the school’s budget and financial systems.

Dimensions:2. Dimensions

(1) Current year’s income and expenditure budgets relevant to the job and capital budget ifappropriate.

· £1,013,000 School Budget

· £46,560 Standards Fund

· £8,000 Residential Trips Fund

· £5,000 to £10,000 School Fund

(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 is 568 and is increasing
Principal Accountabilities:

(a) 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

(b) Assist Headteacher in the 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

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

(d) Arrange agreed payments, evaluate, audit and monitor expenditure complying with LEA guidelines to ensure best value for money

(e) Develop and maintain systems and procedures to ensure information and transactions comply with school, LEA and audit requirements

(f) Manage the School Fund within school and LEA requirements to ensure that the school receives best value for money

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

(h) 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

Necessary Experience:

· Good level of education to at least GCSE standard or equivalent - a professional financial qualification would be desirable

· Financial analytical approach

· Presentation skills

· Problem solving skills

· Effective communication and inter personal skills

· Up to date knowledge and practical experience of current hardware and software packages

· Experience of setting up databases

· Able to work under pressure and use own initiative
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Scope of Impact:

(a) Negotiates appropriate payment arrangements on behalf of the Governing Body e.g. queried and negotiated reduction in contractor bill based on unsatisfactory service provided

(b) Manages all financial aspects of school residential and day trips

(c) Seeks best price on quotations selecting contractors and suppliers to obtain best value for money (d) Manages insurance claims on behalf of the Headteacher

6. Job context

Job Context:

The post is based solely within the school.

Contacts include: parents, teachers, support staff, Governing Body, contractors, suppliers, LEA staff, training agencies, insurance companies, supply agencies and auditors

Works within national, KCC and school guidelines, policies and procedures

Organisation:
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Change Statement:

Over the last six years the school has grown significantly. The school’s current roll is 568, with a delegated budget of over £1 million. As the school has grown the Headteacher has delegated more responsibility for the day to day management of the school’s financial systems to this post.

The Fair Funding initiative has also impacted on the duties of the post.

These changes are reflected by the change in job title from School Secretary to Finance Officer and acknowledge the proactive role now required.
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