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Job Title: 

Finance Officer (N9250)
Grade: 

Grade 4: SCP 15 – 19 (£14,740 - £16,474)
Accountable to: 
Director of School Business Services
Hours: 

37 hours per week Term Time plus 10 days
Job Role
The post holder will have responsibility for supporting and assisting in the provision of an efficient, effective and professional financial administration service to maintain and support the work of the school. This role involves work across two campuses.
Main Duties and Responsibilities
· Where necessary act as a first point of contact from internal and external sources, responding to queries including telephone calls, emails and face to face meetings.
· To provide operational level of management of the school budget including:
· Monitoring and movement of funds as directed by Director of School Business Services

· Monitoring and reconciliation of expenditure

· Liaising with DCC finance staff, as necessary
· The accurate recording of all financial transactions
· The provision of financial reports to budget holders on a timely basis
· Responsible for the day to day running of financial aspects of the school including:
· Issuing and the payment of invoices

· A Review of all debit card payments

· Reconciling, banking and accurately recording all monies received

· Issue cheques as required in accordance with the financial procedures of the school
· Maintain accurate records with a clear audit trail for the school Private Fund Accounts
· Responsible for carrying out a regular reconciliation of the accounts and bank account for school Private Funds Account in line with school financial procedures. 
· Prepare an annual statement of private funds account balances for an independent external audit
· Responsible for counting, reconciling and banking of all monies in accordance with both the school and DCC financial procedures and processes
· Manage the Petty Cash Account and allocate petty cash monies as authorised by the Director of School Business Services, Head of School and Executive Headteacher following school and DCC financial procedures and processes.

· Responsible for the production and submission of monthly financial returns in accordance with the school and DCC financial procedures
· To attend any training courses relevant to the post, ensuring continuing personal and professional development.
· The role requires working with a team
· Follow the school code of conduct 
The above list is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by the Executive Headteacher or line manager. 

The post holder has common duties and responsibilities in the areas of:

· Quality Assurance

· Communication

· Professional Practice

· Health and Safety

· General Management (where applicable)

· Appraisal

· Equality and Diversity

· Confidentiality

· Induction

It may be necessary to amend this job description at any time in the future but only after discussion with you and your appropriate trade union representative or friend.  

Greenfield Community College is committed to safeguarding and promoting the welfare of children and young people and expects staff to share this commitment. This post is subject to enhanced DBS disclosure and medical clearance.
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