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	JOB DESCRIPTION

	CHILDREN YOUNG PEOPLE & FAMILIES PORTFOLIO
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	Bents Green School

	POST TITLE
	ADMINISTRATION OFFICER - FINANCE

	ROLE PROFILE
	BS2.5

	TOOLKIT JOB REF NUMBER
	ToolkitJD-5a

	GRADE
	4 (inclusive of JWCs) SCP 7-11 £24,294 - £26,421

	RESPONSIBLE TO
	Business Support Manager

	RESPONSIBLE FOR
	

	HOLIDAY AND SICKNESS COVER
	52 week contract

	PURPOSE OF JOB
	RESPONSIBILITY FOR A VARIETY OF FINANCIAL ADMINISTRATION TASKS


	RELEVANT QUALIFICATIONS AND EXPERIENCE
	NVQ 2 IN BUSINESS AND ADMINISTRATION OR EQUIVALENT QUALIFICATION OR EXPERIENCE IN RELEVANT DISCIPLINE

GOOD NUMERACY/LITERACY SKILLS

CUSTOMER SERVICE TRAINING/SKILLS EXPERIENCE


	JOB DESCRIPTION FOR POST OF:-  ADMINISTRATION OFFICER - FINANCE

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

Main Duties and Responsibilities

Payment of Accounts
1. Administer the payment of invoices after carrying out the necessary checks and authorisations and inputting onto SIMS.

2. Liaise with suppliers.

3. Maintenance of creditor and debtor records in order that payment of invoice legislation is complied with.

4. Comply with the Construction Industry scheme when paying contractors.

5. Administer, monitor and control the petty cash system including reimbursements as necessary.
6. Administration of cheque printing, acquiring authorisation signatures, mailing to suppliers etc.
Cash Bankings
7. Assist the Business Support Manager with the monthly bank reconciliations.

8. Reconcile cash/cheque receipts and prepare for banking.

9. Maintain safe custody of cash and cheques until banked.

Finance Duties
10. Administer any necessary accounting journals.

11. Administer the update of SIMS in accordance with guidance from the Business Support Manager.

12. Support Departments with financial queries.

13. Assist with budget monitoring.

14. Maintain financial records as necessary.

15. Assist in the preparation of financial reports as necessary.

16. Assist with the production of management reports as directed by the Financial Services Team Leader.

17. Assist with the monitoring of Grant Schemes.

Payroll Duties
18. Complete the Form 95A each month and obtain the necessary authorisations.

19. Match salaries as per the monthly payroll prints to the budgeted amounts and identify any differences.

20. Liaise with Payroll to amend or make any payroll adjustments.

Other Issues
21. Flexibility will be required in order to meet changing situations to meet the service area needs.

22. To provide cover at lunch times and holiday times for other finance staff to maintain the service provision.

23. The implications of the Data Protection Act must be complied with whilst carrying out these duties.

24. Training will be provided to meet the needs of the post.
Any other duties and responsibilities appropriate to the grade and role
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies (and/or Policies adopted by the School Governing Body), Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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