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Job Title: School Finance Officer (Part Time 2 days a week) 
Salary: £14,439 – £18,313 per annum 
Job scale: P01 – P04

Part Time: 0.4 (2 days) (43 weeks)

Hours: 8:30am – 4pm

Required from February 2022

Job Description
The School Finance Officer will work in partnership with the Headteacher to:

· Ensure that the aims of the school are implemented in accordance with the policies of the 

Governing body;

· Be responsible for management of Financial Resources, and Financial Administration

· Sympathy with the ethos of a Catholic school is essential to this post

Duties and responsibilities 

Finance Resource Management 

· Evaluate information and consult with the Head Teacher and Governors to prepare a realistic and balanced budget;
· Submit the proposed budget to the Head Teacher and Governors for approval and assist the overall financial planning process;
· Provide ongoing budgetary information to relevant people, including monthly monitoring report to the Head teacher; 
· Discuss, negotiate and agree the final budgets for the school and extended services;

· Use the agreed budget to actively monitor and control performance to achieve value for money;

· Identify and inform the Head Teacher and Governors of the causes of significant variance and take prompt corrective action; 

· Propose revisions to the budget if necessary, in response to significant or unforeseen developments; 
· Provide ongoing budgetary information to relevant people, including monthly monitoring report to the Head teacher; 

· Advise the Head Teacher and Governors if fraudulent activities are suspected or uncovered;

· Identify additional finance required to fund proposed activities; 

· Seek and make use of specialist financial expertise; 

· Producing purchase orders, invoices and printing of cheques 

· Carry out financial administration in line with the school’s procedures 

· Administrative, financial and organisational processes within the school. Assist with the planning and development of support services 

· Organise Child care choices with HMRC and Childcare Grant System 

      Collection of Nursery Fees and producing charges list for each academic year 

· Take the lead on payment collection software ParentMail 

· Register and payment collections for clubs, visits & trips, staff lists, refunds 

· Summer roll up, corresponding to promotion of academic year 
· Maximise income through lettings and other activities; Invoicing and payment collection Lettings Policy and Hire Agreement is completed on an annual basis
· Lead on the implementation of audit recommendations;
· Ensure that St Joseph’s Catholic Primary School complies with the SFVS;
· Prepare all financial returns for the DfE, LA and other central and local government agencies within statutory deadlines;
· Oversee efficient and safe routines concerning the collection, security and banking of cash;
· Undertake regular reconciliation of various accounts and grants;
· Provide support and advice for fund-raising activities;
· Arrange and supervise service level agreements and contracts with external suppliers;
· Implement the approved insurances, and handle any claims that arise.
· Maintain and update the administrative and financial software used by St Joseph’s Catholic Primary School;
· Ensure compliance with the Data Protection Act;

Human Resource Management 
· Manage the payroll services for all staff including the management of pension schemes and associated services;

· Seek and make use of specialist expertise in relation to HR issues; 

· Maintain the personnel database, ensuring compliance with the Data Protection Act requirements;

· Ensure safeguarding procedures are followed for staff, volunteers and external agencies; 

· Maintain the Single Central Record.
Safeguarding

The post holder will share the school’s commitment to safeguard, and promote the welfare of, the children in our care:
· To be fully aware of and understand the duties and responsibilities arising from the Children’s Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation.

· To also be fully aware of the principles of safeguarding as they apply to vulnerable adults in relation to the worker’s role.

· To ensure that the worker’s line manager is made aware and kept fully informed of any concerns which the worker may have in relation to safeguarding and/or child protection.

Accountable to:  The Headteacher, the Governing Body, Education Commission serving the RC Archdiocese of Southwark and Wandsworth Council 

St Joseph’s Catholic Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share its commitment.  Appointment to this post will be subject to an enhanced DBS check.

Job Specification for School Finance Officer at St Joseph’s Catholic Primary School 

	Finance Officer Selection Criteria
	

	Qualifications
	Essential or Desirable
	Evidence 

	Educated to at least A level with GCSE (or equivalent) in Maths and English
	E
	Application form

	Proven experience in relevant financial management in an organisation 
	E
	certificates

	Relevant work in a similar context e.g. education, social care, or industry
	D
	References 

	Qualification in business management/ school business management/ Finance management e.g. CSBM, DSBM,  or equivalent or (working towards)
	D
	Certificates

	Experience of working in a leadership 
	D
	Application form

	Experience of working as a bursar/SBM or Finance Officer in a school
	D
	Application form

	Safeguarding training 
	D
	Application form

	

	Leadership and Management
	
	

	Evidence of problem analysis and the ability to summarise findings 
	E
	Application form /

Reference /

interview

	Independently able to propose solution to problems within an overall strategic  plan 
	E
	

	Good organisation and proven administrative abilities 
	E
	

	Flexibility
	E
	

	Ability to initiate, plan, implement and deliver change
	E
	

	

	Knowledge and Experience
	
	

	Knowledge and understanding of how to interpret numerical/ statistical data
	E
	

	Knowledge and understanding of relevant legislation (e.g. employment, health and safety, equal opportunities)
	E
	Application form

	Fluency in the use of IT based management information systems (FMS, SIMS.net, Excel, and Microsoft systems)
	D
	

	

	Skills
	
	

	Has well developed interpersonal skills working with individuals and a team
	E
	Application form /

Presentation / task

interview

	Able to negotiate consult and make effective decisions
	E
	

	Has excellent organisation, planning and analytical skills
	E
	

	Able to demonstrate a high level of communication skills orally and in writing
	E
	

	

	Personal Qualities
	
	

	A desire to make a difference to the lives of children
	E
	Application form

	Resilience, energy enthusiasm and creativity 
	E
	References and interview

	Able to work as part of a team 
	E
	

	Able to work under pressure, meet deadlines, work flexibly and calmly and be able to reflect on processes and outcomes
	E
	

	Supportive of the ethos of the school
	E
	

	Approachable, courteous and able to present a positive image of the school to parents, callers and visitors
	E
	

	Able to relate well to children
	E
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