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	      Finance Officer
      Job Description

	
	Job Title:
	   Finance Officer

	
	Location:
	   St Charles RC Primary School 

	
	Job Purposes:
	[bookmark: _GoBack]   Finance (Temporary July 2026 to July 2027)

	
	Reporting to: 
	   Headteacher

	
	Salary:
	   SCP 2C 14-18    15 Hrs per week (Term time only, flexible         
   working hours to be agreed)


Core purpose and responsibilities
· To undertake the day-to-day administration of the school’s financial systems and assist in the management of finance and resources within the school.
· Assist the Headteacher in ensuring that financial and statutory regulations and procedures are adhered to.
Code of ethics which must be adhered to:
· Fulfil their professional responsibilities with honesty, integrity and objectivity, working within the limits of their professional competence.
· Comply with all statutory regulations and provisions.
· Pursue the good stewardship of school resources and refrain from using their position for personal gain.
· Not tolerate the failure of others to act in an ethical manner and pursue appropriate measures to correct such failures including whistleblowing if necessary.
· Have proper and professional regard for the ethos, policies and practices of the school in which they work.
· Treat pupils, parents, carers, governors, community, and staff members with dignity; building relationships rooted in mutual respect and at all times observe proper boundaries appropriate to their professional position.
· Have regard for the need to safeguard pupils’ wellbeing, in accordance with statutory provisions.
· Maintain the confidentiality of data and information.
· Contribute to and model the vision values, moral purpose, learning styles, leadership styles and ethos of the school.
· Complete statutory finance and fraud training and other professional training as required
Key Responsibilities

Main Finance Duties
· Ensure that procedures for ordering and invoice certification are in place and adhered to.
· Place orders for all materials and equipment - check items delivered are sound, and distribute parcels and deliveries to staff as appropriate, making sure to arrange for the return of defective or unwanted goods asap and liaise with the supplier by phone/email.
· Match delivery notes with invoices, ensuring goods have been received, prices are correct, and item amounts as ordered.
· Investigate queries relating to invoices/orders and resolve them, to enable timely payment.
· Ensure the safekeeping of all monies received on the school site is secured safely in the school safe.
· Balance and enter credit card expenses monthly, ensuring spend is within credit limit and timely payment made.
· Carry out monthly bank reconciliation and prepare monthly reconciliation statement.
· Prepare and process monthly VAT return to local authority
· Preparation for Governors and meetings as required.
· Prepare and carry out all procedures and work for annual Year End including system housekeeping, correct carry forward, update Budget Spreadsheet, and necessary returns to LA for the new financial year.
· Prepare and carry out work for the Annual Budget Setting.
· To ensure all LA deadlines are adhered to, including annual returns, quarterly returns, and monthly returns.
· Monitor all contracts with suppliers and SLAs with the LA to ensure Best Value and effectiveness.
· Prepare cheques for designated signature and authorisation.  Responsible for the security of all cheque books, pre-printed cheques and commercial cards.
· To ensure invoices received are paid within 30 days or as stipulated on the invoice.
· Reconcile school fund and building fund monthly
· Manage petty cash for LA budget account and school fund account
· Reconcile school money weekly
· Manage finance audits as required
· Maintain EYFS 30hr funding/log renewals
· To be responsible for and assist with the prompt collection of monies due to the school, issuing receipts and banking intact all cash and cheques received on a weekly basis.
· Manage Procurement of materials, equipment and services as required, having regard to Value for Money and ensuring that the most competitive prices are obtained for the school - checking the full and safe receipt of goods and services.
· Prepare reports of income and expenditure for consideration for the, Headteacher, and Governors, at Governors Termly Resources Meeting.
· Maintain records relating to the acquisition of assets, ensuring it is up to date
· Check payroll on a monthly basis to ensure accuracy 
· Set up finance records at the beginning of the financial year and archive the previous years.
· Ensure regular budget checking and virements follow the LA’s finance procedures.
· To be responsible for filing and security of the school’s financial records.
· Enter invoices, credit notes, and income etc accurately on to FMS
· Monitor online banking entries regularly and ensure cash flow is in order
· Any other duties within the scope of this function as directed by the Headteacher

Equal Opportunities
The School is committed to achieving equality of opportunity in its service provision and amongst the workforce. All employees are, therefore, expected to understand, comply with and promote the School’s policies in this respect and in particular, take care not to commit any acts of unlawful discrimination.
Safeguarding
St Charles RC Primary School are committed to safeguarding and promoting the welfare of children and young people and expect all staff and volunteers to share this commitment. All posts are subject to pre-employment checks, references will be sought and successful candidates will need to undertake an enhanced DBS check.  The school will carry out an online search as part of their due-diligence for all shortlisted candidates in line with Keeping Children Safe in Education 2023.

Our core data protection obligations and commitments are set out in the council’s primary Recruitment and Employment Privacy Notice which can be found at https://www.salford.gov.uk/gdpr
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