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Post:		Senior Finance Officer

Scale:		JE Scale E		Salary: E Grade starting at point 16 and rising to point 22
					£30,518 to £33,699 (pro rata) £15.82 to £17.47 hourly rate

Hours:	1480 hours per annum (37 hours per week, term time only plus 5 non-pupil days, plus 5 days to be worked during the summer holidays)

The post holder will be finally responsible to the Headteacher but will in the first instance be responsible to the School Financial Manager.

Key Responsibilities
To assist in the provision of efficient and effective Finance and Administration duties within the school.

Key Responsibilities:

· Cash & Petty Cash Management
· Manage cash tills and cash loaders, ensuring secure handling and accurate cash flow.
· Perform daily, weekly, and monthly cash reconciliations.
· Maintain and reconcile petty cash, process reimbursements, and record transactions in the finance system.

· Cashless Catering Oversight
· Administer the biometric-based catering system.
· Resolve pupil and parent queries, monitor account balances, and chase overspent accounts.
· Prepare monthly catering summaries and liaise with the catering contractor.

· Invoice & Purchase Order Processing
· Raise debtor invoices in line with financial procedures.
· Ensure purchase orders comply with the Finance Policy, process orders, and issue to suppliers.
· Assist with goods receipt and manage returns.

· School Trip Finance Support
· Liaise with trip organiser to review trip details, budgets and timelines
· Set up payment schedules on Parentmail, monitor and reconcile payments, follow up on outstanding balances, and provide timely updates and advice to trip organiser
· Reconcile trip income and expenses post-trip, and issue refunds if needed
· Issue and track use of the school credit card for trip-related expenses.

· Banking & VAT Compliance
· Enter bank transactions and complete monthly bank reconciliations.
· Prepare and submit monthly VAT returns in accordance with HMRC regulations.

· Journal Entries & Internal Recharges
· Complete monthly journal entries for internal recharges (e.g., supply, printing, minibus).
· Payroll & Travel Claims
· Process and authorise monthly payroll and staff travel claims.

· School Uniform, Stationery and Revision Material
· Oversee the stock of School Uniform, Stationery and Revision Material
· Review School Uniform requirements annually
· Coordinate collection of items purchased via ParentMail, maintaining accurate records and ensuring prompt distribution

· Other Administration / Finance Tasks
· Participation in the reception rota and provide cover during staff absences

This list of duties is not exhaustive, and the postholder may be required to undertake other reasonable tasks as directed by the School Finance Manager or Headteacher.

Please be aware – responsibilities of this role are currently under review and may be subject to change in line with operational needs; however, any changes will not materially alter the overall purpose of the role
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