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POST: School Finance & Operations Officer 
HOURS: 21 hrs a week – 3 days – to be decided with successful applicant 
8:45 – 3:45pm 39 weeks p.a. (term-time including INSET days)
GRADE: BP Range 3 £29,114 – 31, 230 pro rata, dependent on experience
REPORTS TO: Headteacher 

MAIN PURPOSE OF THE JOB
To provide effective financial, administrative and operational support to the Headteacher, staff and governors, ensuring the efficient management of school finances, compliance systems and business operations.

DUTIES AND RESPONSIBILITIES
Finance
· Manage the school budget using Excel budget monitoring spreadsheets and financial management systems
· Attend relevant finance training annually, including year-end, budget planning and financial system updates
· Provide monthly finance updates and reports to the Headteacher and Governors’ Finance Committee
· Support budget setting, provisional forecasting and final budget preparation for governor approval
· Input and maintain budget information within FMS, ensuring cost centres and ledger codes are accurate
· Monitor staff salaries and staffing costs using salary modelling tools
· Process monthly reconciliation files and cross-check against Local Authority reports, resolving discrepancies
· Manage school purchasing card reconciliations, statements and receipt records
· Oversee school fund accounts, including income/expenditure monitoring and preparation of year-end accounts


Accounts Payable
· Process invoices weekly and upload to FMS for batch payments
· Maintain payment approval records and supporting financial documentation
· Process smaller payments and authorised purchases, ensuring receipts are retained for reconciliation
· Monitor staff use of school charge cards and ensure expenditure is appropriately recorded
Year End
· Support all year-end financial procedures, including ledger corrections, debtor and creditor returns, closing and opening financial systems, and balancing new financial year budgets
Accounts Receivable
· Raise invoices for lettings, external service use, staff services or other school income streams
· Monitor and follow up payments to ensure income is correctly allocated to school accounts
· Apply for grants and funding opportunities where appropriate and maintain financial records for grant expenditure
· Ensure external funding and grants are allocated, monitored and spent according to relevant criteria
Insurance and Traded Services
· Update and maintain school insurance policies annually, including staffing and premises information
· Process insurance claims as required
· Manage annual purchase and review of traded services, ensuring value for money and accurate record keeping
HR / Personnel
· Maintain staff records, contracts and employment information within SIMS and school systems
· Ensure staffing data maps accurately into financial systems for budget monitoring
· Administer staff appointments, resignations, recruitment checks, DBS documentation and payroll forms
· Process overtime, supply claims and salary updates
· Monitor payroll reports against salary modeller records, ensuring contractual accuracy
· Liaise with payroll providers and respond to staff pay queries
· Maintain and update relevant employment policies
Census and Reporting
· Support completion of termly pupil census and workforce census submissions
· Ensure data accuracy to support funding allocation and compliance
· Complete statutory financial and compliance returns, including SFVS, lease returns and other Local Authority requirements
· Maintain GDPR registers, privacy policies and compliance documentation
Safeguarding and Compliance
· Maintain the Single Central Record and compliance databases, ensuring all staff, volunteers and governors meet statutory safeguarding requirements
· Support safer recruitment processes and training compliance
· Maintain visitor procedures and safeguarding records
· Support annual declarations, disqualification checks and volunteer documentation
· Contribute to front-office operational support where required
GENERAL
This role requires a professional, flexible and detail-oriented individual who can support the smooth financial and operational management of the school while contributing to its wider strategic priorities.
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