ST.  JOHN FISHER CATHOLIC HIGH SCHOOL
JOB DESCRIPTION
POST TITLE:


OFFICE & FINANCE MANAGER
JOB PURPOSE:
To assist the Business & Finance Manager in the provision of an effective and efficient support service. Provide comprehensive day-to-day financial support on all financial accounting practices involving the delegated budget and school fund. Help guide and advise staff on budget matters (including assistance with monitoring, analysing and planning of cost centre spending). Ensure procedures comply with financial regulations.  
RESPONSIBLE TO:

Headteacher, Business & Finance Manager.
RESPONSIBLE FOR:

Finance Assistant, Admin Team, Reprographics
LIAISES WITH:
Governing Body, Headteacher, Business & Finance Manager, Senior Leadership Team, Teachers and Support Staff, Pupils, DfE, Local Authority, Liverpool Archdiocese, External Agencies, Parents, Business Representatives, Service Providers and Suppliers
HOURS OF WORK:

37 Hours per week, term-time plus 4 weeks




Attendance between 08:00 to 16:00
POST GRADE:
G6 (points 14-20)
MAIN DUTIES AND RESPONSIBILITIES/ACCOUNTABILITIES
FINANCIAL
Keep the FMS6 financial system up-to-date in accordance with financial regulations to enable efficient monitoring of and reporting on the school delegated budget.  This will include:

· Processing requisitions for goods and services, obtaining quotes, liaising with suppliers and ensuring that goods and services are received. 
· Processing invoices for payment including the production of cheques and BACS (where applicable)

· Ensuring the efficient, prompt and accurate administration of the delegated petty cash account in accordance with financial regulations

· Collecting, recording and banking of school delegated monies including cash, cheques and online payments (where applicable)   

· Handing over of funds to the designated Security Collection Service.
· Assisting (as and when required) with the monthly reconciliation of delegated funds, expenditure, bank and VAT returns.
· Processing reprographics charges (i.e. liaising with the Reprographics Technician).
· Acting as safe key holder, following strict financial regulations and ensuring ‘safe records’ are properly maintained.  

· Dealing with enquiries associated with the payment or non-payment of school invoices and rectifying any issues accordingly.

· Produce and issue monthly curriculum budget monitoring statements to all budget holders.

· Assisting with purchasing arrangements ensuring best value by negotiating price.

· Helping to guide and advise staff (including budget holders) in respect of compliance, procedures and budget management in accordance with the Financial Value Standard. 
· Assisting in the preparation of documentation for any audit, VAT or compliance inspections and to contribute to the implementation of any recommendations made.
· Assisting with the management of service level agreements ensuring high standards and continuity of service is maintained.

· Undertaking reviews of admin systems and services (under the guidance of the Business & Finance Manager) by analysing, evaluating and examining expenditure, trends, costs, resources and contracts making sure that these are compliant with the school’s expectations, are cost effective and value for money.

· Management of school lettings.

· On a day to day basis overview insurance policies and submit and monitor claims.
· To update annually the school’s Scheme of Financial Administration and monitor the effective implementation of its provisions.

NON OFFICIAL FUNDS
· Management of the school fund account (Wisepay).
· Supervising and training clerical staff involved in accessing and operating the non-official school fund account (i.e. collecting monies and entering these onto the system, depositing these into the safe, etc.) and processing official orders for the delegated budget.    

· Ensure preparation of all non-official school income for banking within relevant accounts, that transactions are recorded and relevant supporting documentation is accurate. 

· Undertaking close down procedures for ‘non-official’ school accounts and producing year end reports/accounts.

· Maintaining the non-official school fund accounts in accordance with LA financial regulations. 

· Producing monthly income and expenditure reports for interrogation by management.
· Consolidation of legacy bank accounts into school funds.
· Assisting in the preparation of documentation for audits and inspections of the fund and acting on any recommendations made. 

OFFICE MANAGEMENT

· To be responsible for day-to-day management of Office facilities including the management of office reception staff, reprographics staff, and liaising with service users.

· To ensure the provision of an effective and efficient reception service promoting a welcoming environment to all.

· To liaise with the Headteacher and Business & Finance Manager in identifying resourcing needs and contribute to the maximisation and effective use of resources.

· To participate/undertake in the school’s performance management process in accordance with the school’s policy and agree targets and a professional training plan for the relevant staff with the Headteacher and Business and Finance Manager.

ADMINISTRATION
· Providing relevant management information as and when required.
· Contributing to the process of monitoring and evaluation of administration in line with agreed School procedures, including evaluation against quality standards and performance criteria.

· Advising management of resource needs as and when appropriate.

· Assist in the review and development of current and new procedures to meet changes in school business and service needs and monitor day to day compliance with regulations, audit and quality assurance.

· Assist in the monitoring and organising of GDPR.

· Assist in the monitoring of the Central Single Record. 

· Assist in the management and development of SIMS, Wisepay, and other platforms, review current systems and make recommendations for improvements.
· Assist in the review and development of policies.
GENERAL
· Work co-operatively with, and in support of everyone at the school (including the work of other team members) by undertaking such additional duties as are reasonably commensurate with the post and level of responsibility. These additional duties may typically include covering the main reception, photocopying, typing and supporting those administering school systems i.e. cover, sickness, trip management.   

· Review and develop own professional practice, undertaking training as required.

· Develop good working relations with other colleagues and promote a positive impression of the support services in all circumstances, identifying areas for improvement.

· Help foster a positive culture by upholding the vision and aims of the school. 

· Have due regard for data protection, confidentiality, child protection and health and safety policies.

· Work with pupils and staff in courteous, caring and responsible manner.

· Work with visitors in such a way that it enhances the reputation of the school.

· Support the school in helping to prepare for external inspections (i.e. OFSTED)    

· Help protect the school environment by making sure working areas (including shared areas, stockrooms and workstations) are tidy, clutter free and safe to use.

· As a user of the school’s network, comply with the school’s IT policy and social media policy and understand that the school may monitor your emails and internet activity.

· Being part of the Fire Drill team
· To assist with hospitality duties as required.

This job description is not necessarily a comprehensive definition of the post.  In line with other posts it will be reviewed annually and it may be subject to modification or amendment at any time after consultation with the holder of the post and the Headteacher.

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.

Date job description prepared /revised: Jul 2019
Prepared by: 
P Atherton
Agreed by post holder:  


……………………………………………
SJF Person Specification: Office and Finance Manager
	
	ESSENTIAL/ DESIRABLE
	SOURCE

	QUALIFICATIONS & ATTAINMENTS
	
	

	Educated to at least A level or NVQ level 4 in Business Administration equivalent or have relevant vocational experience.
	D
	A

	Relevant qualification in ICT/ business administration (i.e. Certificate in School Business Management)
	D
	A  I  R

	GCSE English and Maths (A to C) or equivalent
	E
	A  I  R  T

	
	
	

	EXPERIENCE
	
	

	Previous administrative /analytical experience gained working in local government or an educational establishment, producing budget reports & returns
	E
	A  I  R  P

	Significant proven experience in an administrative /analytical role using spreadsheets
	E
	A  I  R  P

	Can demonstrate ability to produce and maintain accurate records
	E
	A  I  R  P

	Can demonstrate ability to gather information and manipulate data
	E
	A  I  R  P

	Significant recent experience of working in a busy office environment
	E
	A  I  R  P

	Experience of using office systems, use of SIMS software
	E
	A  I  R  P

	Skilled in use of word processing and e-mail and the ability to present statistical data in a meaningful way
	E
	A  I  R  P

	Able to cope with pressure of workload and timescales/deadlines
	E
	A  I  R  P

	Good communication and literacy skills (both written and verbal)
	E
	A  I  R  P

	Use of internet and related learning resources 
	D
	A I

	A successful track record of innovation and forward thinking approach to the management of change
	D
	A  I  R

	
	
	

	SKILLS/KNOWLEDGE
	
	

	Basic knowledge and understanding of education and child protection issues. e.g. Keeping Children Safe in Education
	E
	A  I  R  T

	Can demonstrate good numeracy, analytical and literacy skills and has an understanding of financial procedures
	E
	A  I  R  T

	Ability to communicate effectively and relate well with a wide range of children and adults with varying abilities and needs 
	E
	A  I  R  T

	Ability to work constructively as part of a team and be aware of your own and the wider team objectives and goals 
	E
	A I

	Ability to plan and manage your own workload and meet deadlines
	E
	A I

	Ability to work alone with minimum supervision
	E
	A I

	Can demonstrate advanced I.T skills using Word/ Excel database programmes to a high level standard (i.e. Microsoft Office). 
	E
	A  I  R  T

	Knowledge of Wisepay and control of online payment systems
	D
	A I

	Knowledge of FMS6 or other school finance package
	D
	A I

	Knowledge of GDPR Compliance
	D
	A I

	Knowledge of the Central Single Record
	D
	A I

	Ability to identify and capitalise on income generation opportunities including grants
	D
	A I

	Ability to accurately record and collate information and data and produce written reports 
	E
	A  I  R  T

	Ability to undertake general administrative duties within set deadlines
	E
	A I

	An awareness of current issues facing schools and working knowledge of school finances and the education funding system
	D
	A  I

	Proven ability to identify opportunities for improvement in services
	E
	A  I  R

	Excellent organisation and time/resource management skills
	E
	A  I  T

	Excellent communication and interpersonal skills
	E
	I  P

	
	
	

	
	
	

	
	
	

	
	
	

	QUALITIES
	
	

	Commitment to and the ability to support the distinctive Catholic ethos of the school
	E
	A  I

	A personal and friendly nature
	E
	I  R

	Resilience and confidence to work efficiently in a busy and demanding environment
	E
	I  R

	Proven ability to establish and maintain contact with a broad spectrum of individuals and external agencies
	E
	I  R

	Maintain confidentiality where appropriate
	E
	I  R

	Adaptable, flexible, diplomatic, tactful and committed to success
	E
	I  R

	Willingness to work occasional unsocial hours
	E  
	I

	
	
	

	STAFFING
	
	

	An understanding of good practice concerning recruitment
	D
	I

	A willingness to develop, promote and participate in employment policies and procedures
	E
	I

	A commitment to equality of opportunity and fair treatment of all staff and pupils
	E
	I

	A willingness to undertake training to complete training needs
	E
	I

	An ability to identify training needs
	D
	I

	
	
	

	PERSONAL QUALITIES
	
	

	Tact and a sense of humour
	E
	I

	Good attendance record
	E
	A  R

	
	
	

	CORPORATE RESPONSIBILITY
	
	

	Willingness to comply with the school’s policies i.e. Equal Opportunities, Health & Safety
	E
	I

	Willingness to continue personal development in relevant area
	E
	I

	Willingness to participate in the staff review and development process
	E
	I

	
	
	

	APPLICATION
	
	

	Accurate completion of school application form
	E
	A

	Letter which addresses person specification, evidence in letter and application
	E
	A

	High standards in spelling and writing
	E
	A
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