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	POST TITLE:
	FINANCE OFFICER

	SCHOOL:
	Culcheth Primary School

	GRADE/SCP:
	GRADE 6 / SCP 15-22  		

	TERM:
	PERMANENT

	HOURS:
	25 hours per week, Term Time only + 4 weeks 

	REPORTS TO:
	CFO/Headteacher 




MAIN PURPOSE

· To maintain financial records for the school at which you are appointed 
· To accurately maintain internal payroll records in a timely manner to enable the school to comply with all reporting requirements and payroll deadlines 
· Ensure all relevant information for Personnel files are completed accurately and in a timely manner

ROLE PROFILE

Depending the school setting and on the specific requirements of the school office the Finance Officer will be responsible for some, or all, of the following:

Financial Administration
· Control and responsibility of Access Education financial accounting software, ensuring compliance with the Trust Financial Manual 
· Providing regular reports to the Headteacher and CFO (Chief Financial Officer)
· Input into the annual budget for the school to be submitted to the Governing Body 
· To work with the Trust’s Financial Manual and Procedures Manual ensuring compliance with the Academy Trust Handbook at all times
· Preparing the school for audit visits throughout the year
· Support the Head Teacher in the smooth running of school finances

Purchase Ledger
· Processing orders and sourcing goods, recommending best value for money
· placing orders for the school and handling deliveries, resolving queries
· checking and processing invoices
· processing BACS payments in a timely manner
· setting up new suppliers in accordance with Trust processes



Sales Ledger
· Raising sales invoices
· Reviewing sales ledger, nursery and wraparound care income to ensure all debts collected in accordance with the debt recovery policy
· Updating internal records and access with bank receipts relating to childcare vouchers

Bank
· Entering bank receipts and payments into Access throughout the month

Credit Cards
· Administration of school credit cards
· Ensure all transactions are input onto the finance system
· Reconcile statements to receipts and payments

Month End procedures
· Monthly bank reconciliations
· Preparation of month end submissions to the Trust Central Function

Payroll
· Preparation and submission of monthly overtime and IR35 claims and any contractual changes
· Maintaining weekly overtime records
· Contribute to the recruitment process, ensuring compliance with Keeping Children 

Safe in Education guidelines  
· Maintaining HR systems and submitting workforce census 

Wraparound
· Managing the Parent Pay bookings for wraparound sessions
· Recording all income onto the financial system
· Reconcile income and expenses relating to wraparound session
· Chase any overdue payments
· Managing the income from Tax-free childcare and Childcare vouchers and record on the financial system
· Providing guidance and support to parents on the Tax-Free childcare benefits and set up.

Educational visits 
· Recording adjustments made through ParentPay
· Process trip income onto the financial system
· Reconcile trip income and expenditure to explain any variances

School premises bookings
· Ensure the correct process followed for booking of school premises
· Raise correct paperwork and invoices
· Ensure payment received in accordance with the relevant policies
· Because the bookings are done by the office, this section is covered by ‘sales ledger’.

Fixed Assets
· Maintenance of the school’s asset register 
· Ensure purchases, movements and disposals are recorded in a timely manner in accordance with trust policies

General
· Participate in training, other learning activities and performance development as required
· Take ownership of the Finance email account
· Attend and participate in meetings as required
· All other duties commensurate with the duties/responsibilities/grade of the post
· All staff in school will be expected to accept reasonable flexibility in working arrangements in pursuance of raising pupil achievement and effective team working
· Confidentiality, accuracy, flexibility and ability to manage multiple tasks are key attributes of the postholder
· Contribute to the overall ethos/work/aims of the school as part of the community
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