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Seaham High School
Job Description

Job Title:
         Finance Officer
           Grade: Scale 5 (Point 7 – 12) 
        £19554 - £21589 pro-rata 

Working Hours:
37 hours per week 
                                  Term time + 10 Days
Responsible to:
Headteacher/Bursar 
PURPOSE OF JOB
· To provide financial and administrative support to the Bursar and other staff in order to facilitate the day to day running of the school

Duties general
To act in accordance with the standards and procedures laid down within the School Financial Value Standards (SFVS) including:
· Establish needs of staff and research product availability and price to inform staff of most economical and effective suppliers to achieve best value

· Generation of purchase orders

· Checking goods delivered against orders

· Processing and paying invoices

· Ensuring products and/or services achieve quality levels to inform future orders or use of suppliers

· Generating and exporting invoice batches and sending hard copies to the Local Authority

· Banking of cash/cheques received

· Maintaining accurate SIMS computer records

· Issuing and reconciling of invoices

· Reconciliation of school banked income including Private School Fund

· Provision of monthly statements to Cost Centre holders including providing feedback and explaining operational issues to staff

· Administration of Private School Fund

· Maintaining accurate Private School Fund records including collection of student contributions
· Balancing of bank statements

· Administration of Petty cash account including purchases and reimbursement.

· Preparation and monthly submission of Petty Cash reimbursement claims to Local Authority

· Assist the Bursar in the management of facilities, including premises, lettings and liaising with external contractors

· Administration of photocopier readings and apportionment to Cost Centres

· Problem solve discrepancies and queries regarding Petty Cash, banking, reconciliation and other financial processes
· Maintaining adequate stocks of stationery including records of usage

· Manage information regarding student educational visits and trips and collect voluntary contributions having responsibility for balancing trip accounts.
· Plan own workload to ensure compliance with prescribed financial deadlines e.g. monthly reconciliations of petty cash or annual year end procedures.

· Self-manage activities to comply with nationally and locally agreed financial standards.

Given the dynamic nature of the role and structure of the School at the present time, it must be accepted that, as the School’s work develops and changes, there will be a need for adjustments to the role and responsibilities of the post. The duties specified above are, therefore, not to be regarded as either exclusive or exhaustive. They may change from time to time commensurate with the grading level of the post and following consultation with the Head Teacher or Bursar, which may, if he/she wishes involve a union representative.
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