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ST  MARY’S  CE HIGH  SCHOOL



   JOB DESCRIPTION

Post Title 

:
Assistant Finance Officer 
Reports to
:          Finance and Resources Manager
 
Grade


:
H4
Main Responsibilities

· To assist in carrying out the required financial functions of the school in compliance with the school’s financial procedures. 

· To ensure that all financial transactions comply with financial regulations and standing orders.

Main Duties
· Cashless Catering

· Collection, counting and banking of catering receipts from catering kiosk machines including reconciliations
· Dealing with enquiries from parents and students regarding cashless catering queries eg lost cards, insufficient funds etc

· Maintaining information of student free meals and staff duty meals
· Operation of cashless catering tills during student break times (when required) 

· Staff and Student Identity/Swipecards
· Using card production equipment to create and issue identity/swipecards to student and staff including the administration and recording 

· Student Lockers

· Administering the student lockers system including receiving payments, allocating lockers, issuing keys etc 

· Free School Meals (FSM)
· Ensure that FSM information received from Herts CC agrees to the School’s SIMS records

· Investigate and resolve any queries 
· Cash handling and banking

· To assist in the preparation of cash and cheques for banking on a weekly basis and to employ secure practices for the money whilst it is on the school site and of the records prior to banking.

· Order Processing and Accounts Payable

· Administration including liaising with staff, identifying purchases, placing orders and making payments to suppliers and organisations 

· Financial Management Information System
· To calculate and process internal recharges for reprographics, minibus hire, insurance, supply, stationery etc.

· To input financial information onto the school’s financial management system eg journals

· School Trips and Events
· To carry out administration including recording trip payments, producing updated lists to trip organisers etc 

· Lettings 
· Administration of school lettings including taking bookings, invoicing, payments and dealing with enquiries
In order to ensure the smooth and efficient running of the Finance Office, the postholder will be expected to have a flexible approach to their role and will be expected to carry out any of the following duties of the Finance Office as is necessary: 
Accountancy

· To assist in carrying out period and year-end accountancy closedowns.

Financial

· To process journals and code income and expenditure on to the school’s financial management system against the correct cost centre and ledger codes.

· To raise invoices in relation to fees due to the school (e.g. music tuition) and check that income is subsequently received.

· To update the Asset Register and inventory to maintain their accuracy.

Petty Cash
· To process petty cash payments and help to administer the petty cash account including the monthly petty cash reimbursement.

Salaries

· To assist (when required) in the preparation of the monthly salary claims for submission to the school’s payroll bureau and check the payroll bureau’s monthly salary reports. To calculate and code all salary payments.

· To deal with pay queries and liaise with the payroll and personnel providers as required 

Information Systems

· To use the finance software package in the financial administration of the school. 

· To extract information from the school’s financial management system and produce standard reports and financial listings and produce any information on any data held on the system.

· To produce and maintain spreadsheets, using Excel, for a wide range of financial and administrative uses.

· To produce a variety of documents using Microsoft Word.

General

· To assist with the administration on a number of non-financial areas including school events eg secondary transfer and secondary transition
· To prepare and administer the sale of items/packs to students
Communications

· To maintain effective internal communications with the Finance and Resources Manager, Finance Officers, Business Manager, Head Teacher, the Senior Leadership Team, T & L Directors, teachers, support staff and Governors.
· To liaise with external organisations such as HR and payroll and external software/system providers and suppliers.

· To compose routine internal and external correspondence.
Flexibility

· In order to deliver services effectively, a degree of flexibility is needed and the postholder may be required to perform work not specifically referred to above.  Such duties, however, will fall within the scope of the post, at the appropriate grade.
Safeguarding
To take responsibility for promoting and safeguarding the welfare of children and young persons.
This is the current job description which will be subject to annual review.
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