GENERIC JOB DESCRIPTION

POST TITLE:
Finance Officer 
POST NO:


GRADE:
Grade 7
CONTRACTUAL 

ARRANGEMENTS:


ACCOUNTABLE TO:


PURPOSE OF THE JOB

To provide an effective and efficient financial administration service to the school 
key Accountabilities

1. To maintain the financial and budgetary control systems, and to prepare budget monitoring reports for the Headteacher and Governors as required;

2. To prepare original and revised school budget plans;  

3. To advise the Head Teacher and Governors on financial matters and the viability of future spending plans.  This may involve attending Governing Body meetings.

4. To collect, record and bank income; place orders for goods and services; process invoices; and manage the school’s banking account/s; 

5. To produce and maintain a range of financial records, statistics and information and to send relevant returns to the LA and DfE;
6. To maintain the school’s asset inventory;  

7. To administer the financial arrangements for any Extended Schools activities;

8. To take a lead role in applying for additional school funding and sourcing other income opportunities;

9. To carry out any other duties, commensurate with the grading of the post, to assist the Head Teacher with the effective financial management of the school;
10. To carry out general administrative duties, in support of the school office team.  These may include:
a. Dealing with general enquiries at Reception

b. Producing, collating and distributing correspondence and other documents

c. Providing welfare support to children, including undertaking minor first aid duties (if trained) and assisting children with personal hygiene.

Supporting the school
At an appropriate level, according to the job role, grade and training received, all employees in the school are expected to:
1. Support the aims, values, mission and ethos of the school and participate in a team approach to all aspects of school life.

2. Attend and contribute to staff meetings and INSET days as required, and identify areas of personal practice and experience to develop.

3. Take appropriate responsibility for safeguarding and children’s welfare and be aware of confidential issues linked to home/child/teacher/school and keep confidences appropriately.
4. Be aware of health and safety issues and act in accordance with the school’s Health and Safety Policy.  
OTHER DUTIES
The postholder may be expected to carry out duties other than those given in the job description where the level of responsibility is similar and he/she has appropriate qualifications or receives appropriate training to carry out these duties.
.
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