Benchmarked Jobs for Schools

Finance/Bursarial

Finance Officer

JD013 April 2003

Job Description

Job title: Finance Officer 

Reports to: College Bursar 

Job holders name: 

Location:

Grade: KS7 (D)

1. Purpose of job

Purpose of Job:

Develop and manage a comprehensive administrative and financial support service to the Bursar, Headteacher, School Governors and staff to meet the changing needs of the school.

2. Dimensions

Dimensions:

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

· £1.9 million School Budget

· £100,000 Standards Fund

· £80,000 to £100,000 turnover per annum School Fund

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

· Trains and supervises GNVQ students in all respects of office administration, including finance, in accordance with the GNVQ requirements.

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

· N/A
Principal Accountabilities:

(a) Prepare, implement and reconcile all financial transactions relating to the school’s income and expenditure, to ensure compliance with legal requirements, and accurate accounting and control of the school’s LM budget.

(b) Oversee, authorise and timetable the letting of the school premises and, where necessary, follow up and solve problems on behalf of the school and its clients, in order to capitalise on the school’s property assets and generate additional income.

(c) Ensure that all caretaking and midday meal supervisor staff movements are accounted for i.e., new starters, leavers, overtime etc, updating both personnel and payroll records accordingly.

(d) Prepare and provide reports for Headteacher and Department Heads to assign budget to departments for the forthcoming year, process, monitor and evaluate allocated budgets to avoid excess spending.

(e) Manage and monitor the School’s cheque book system using cashflow planning by scheduling payments to ensure the School avoids bank charges and maximises opportunities to earn interest.

(f) Manage and take responsibility for all accounting procedures in relation to the School Fund and School’s Standards Fund ensuring that all KCC audit requirements are met.

(g) Manage the administration and financial arrangements for all teaching staff absence cover to ensure minimum disruption to teaching and efficient use of resources.

(h) Manage the free school meal arrangements on behalf of the school to audit eligibility.

4. Necessary experience

Necessary Experience:

· Excellent inter-personal and communication skills to deal appropriately and effectively with professional staff, governors, clients and suppliers.

· Educated to at least ‚A’ level standard.

· Computer literacy, especially accounting methods, spreadsheets and data base software, including SIMS.

· Minimum of five years’ experience within an office environment.

· Recognised accounting qualification or working towards.

· Flexible approach to duties and ability to act on own initiative

· Able to work efficiently and accurately under pressure and to demanding deadlines.
Scope for Impact:

(a) Provides curriculum co-ordinators and other relevant staff with reports to enable them to be fully aware of budget position to facilitate cashflow forecasting of the overall budget and to avoid curriculum area overspends.

(b) Set up systems for PTA accounting procedures, including production of accounts and reports.

(c) Negotiates rates for lettings and initiates legal action for non-payment.

6. Job context

Job Context:

The post is based mainly within the school but requires attendance at LEA finance meetings.

Contacts include: bank, auditors, Charities Commission, suppliers, parents, staff, Governors, PTA, supply teacher agencies, other statutory agencies and LEA Officers (Personnel, Payroll and Finance).

Works within national and KCC policies and procedures.

Contact is face to face, by telephone, in writing and at meetings.

Organisation:
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Change Statement:

Implementation of Fair Funding has led to additional duties being added to this post, including the day to

day management of all school finances. The reorganisation of the Senior Management Team has also led

to devolution of finance duties to the Finance Officer. The post holder is now required to cover the full

range of duties of the College Bursar in their absence.
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