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School Finance & Operations Officer


Essential Qualifications and Experience
· Previous experience of financial administration, budgeting or school/business finance
· Experience of working with financial management systems such as FMS and administrative systems such as SIMS (or willingness to undertake training)
· Experience of processing invoices, reconciliations, budget monitoring and financial reporting
· Experience of payroll administration, staffing cost monitoring or HR-related administrative tasks
· Experience of using Microsoft Office applications, particularly Excel and Word, to a high standard
· Understanding of confidentiality and data protection requirements within an educational or professional setting

Essential Knowledge and Skills
· Strong financial management and organisational skills
· Ability to manage budgets, monitor expenditure and produce accurate reports
· Good understanding of school or public sector financial procedures and compliance requirements
· Knowledge of payroll processes, staffing records and employment administration
· Ability to maintain accurate records and manage multiple deadlines
· Strong ICT skills, including spreadsheets, databases and financial software
· Excellent written and verbal communication skills
· Ability to communicate confidently with staff, governors, parents, external agencies and Local Authority services
· Understanding of safeguarding, GDPR and compliance responsibilities within a school setting
· Ability to work independently, use initiative and problem solve effectively



Essential Personal Qualities
· Highly organised, methodical and detail-oriented
· Trustworthy, professional and able to maintain confidentiality at all times
· Flexible and adaptable in response to school priorities
· Calm under pressure and able to manage competing demands
· Positive, approachable and committed to contributing to the wider school community
· Reliable with a strong sense of accountability

Desirable Qualifications and Experience
· Experience of working in a school or educational environment
· Knowledge of school census processes, Single Central Record requirements and Local Authority procedures
· Experience of grant applications, funding monitoring or school fund management
· Knowledge of safer recruitment and HR compliance procedures
· Relevant finance, business administration or HR qualification

Desirable Personal Attributes
· Commitment to continuous professional development
· Willingness to undertake training in school finance, safeguarding and compliance
· Understanding of the importance of supporting the ethos and values of the school

Special Requirements
· Commitment to safeguarding and promoting the welfare of children
· Enhanced DBS clearance and satisfactory references
· Willingness to undertake relevant statutory training including safeguarding and safer recruitment
· Ability to work flexibly to meet key financial deadlines and school operational needs.
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