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St Mary’s Catholic School

Job Description

  Finance Officer – Support Staff
£6197)*197)
As in all of our appointments, we are looking for staff who have a passion for providing an excellent holistic education for students and who would be committed to promoting the school’s distinctive Catholic/Christian ethos.

Post Title: Finance Officer 

Grade: BB05
Reporting to: Director of Finance & Support Services 

Purpose: To manage the schools financial processes and procedures in order to ensure an effective and efficient financial management service.
Liaising with: Director of Finance & Support Services, Head of Accounts (Central Finance Team), Central Finance Staff, Third party suppliers and contractors, colleagues associated with the PFI contract, other professionals.
MAIN DUTIES:

	The following list is typical of the level of duties, which the post holder will be expected to perform.  It is not necessarily exhaustive and other duties of a similar type and level may be required from time to time.
	


Specific Responsibilities Include:
· Promoting and delivering excellent financial management so that public money is safeguarded at all times. Ensuring that the school adheres to school and BBCET finance policies and the financial handbook at all times, raising any possible issues to the Director of Finance and Support Services where necessary.
· Taking primary responsibility for the management and control of the schools accountancy systems, undertaking training and continuous professional development as required. 

· Being responsible for tasks associated with income and expenditure including credit card reconciliation, petty cash management, refunds made to staff/students, staff expenses, payments re items of salary sacrifice etc.

· Processing additional hours for all casual staff on a monthly basis dealing with any queries as and when required 

· Maintaining systems of control and records as per BBCET audit and data retention requirements. 

· Supporting the Director of Finance and Support Services as required, and specifically in the reconciliation of monthly staff salaries.
· Supporting the Director of Finance and Support Services in relation to the smooth running of  the PFI contract as and when required, and specifically attending meetings as required.
· Building and developing excellent working relationships with third party suppliers including those that support the PFI contract. 

· Working as part of the School Support Team, providing support and advice to school staff on financial processes.

· Building relationships will all staff  and students as well as the staff in the BBCET Central Team and the other BBCET trust schools.
· Being responsible for timely and accurate processing of any purchase orders, invoices, goods received notes etc. to support the smooth operation of the school and BBCET finance systems.  
· Managing all finance related matters in relation to all school lettings including the organisation of invoices, chasing outstanding payments etc.  
· Taking ownership for resolving supplier and debtor queries and disputes. 
· Working closely with the BBCET Finance Team to resolve queries in relation to remittances, cashless system queries and other unidentified income received. 
· Managing all finance related activities  in relation to all school trips and visits including setting up all trips onto Ipay/Arbor, working with trip leaders to ensure monies are collected in a timely manner, invoices are paid to suppliers, dealing with parental queries, processing refunds as appropriate, ensuring outstanding monies are passed to the relevant staff to take forward. 
· Managing the Trust “Every” system ensuring all supplier contracts are recorded and up to date.
· Being accountable for the banking of all cash and income received into the school and the processing of such funds via the Trust’s financial systems
· Supporting the BBCET month end process by ensuring timely submission of key information and documents as required.
· Assisting the BBCET Central Finance Team with the collation and preparation of information for the internal and external audits as per guidelines.
· Contributing to the development and continuous improvement of the schools and BBCET’s financial systems and procedures.

· Managing the smooth operation of financial based systems e.g. PSF, IMP, ipay, CRB etc. Support with troubleshooting technical issues, liaising with support teams when necessary. 
· Carrying out all tasks with discretion, confidentiality and in line with GDPR.
Other responsibilities

· Fully supporting the school’s Catholic/Christian ethos.  To play a full part in the life of the school community, to support its distinctive mission, ethos and policies and to encourage and ensure staff and students to follow this example.
· Leading members of school staff, as necessary, in liaison with the Director of Finance and Support Services, to effectively embed all appropriate aspects of the school and Trust financial procedures and processes. 

· Continuing personal professional development, as agreed, including training to be a First Aider in school. To fully support the First Aid rota as directed. 
· Carrying out any other duties as directed by the Director of Finance and Support Services commensurate with the general level of responsibility of the post.
· Promoting and implementing the School Equality Policy in all aspects of employment and service delivery.
· Promoting and safeguarding the welfare of children and young people.
· Engaging actively in the staff review process.

· Assisting in maintaining a safe and secure environment and acting in accordance with the School and Trust’s policies and procedures.

· Promoting an understanding of the School and Trust’s mission, Vision and Values and lead by example through outstanding professional conduct.

Whilst every effort has been made to explain the main duties and responsibilities of the post, each individual task undertaken may not be identified.

Employees will be expected to comply with any reasonable request from a manager to undertake work of a similar level that is not specified in this job description. 

Employees are expected to adopt a professional, courteous demeanour at all times during communication with colleagues, visitors or students.

The school will endeavour to make any necessary reasonable adjustments to the job and the working environment to enable access to employment opportunities for disabled job applicants or continued employment for any employee who develops a disabling condition.

