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Shotley Bridge Primary School

Benfieldside Road, Shotley Bridge, County Durham. DH8 0SQ (YR to Y2)  
Snows Green Road, Shotley Bridge, County Durham. DH8 0ES (Y3 to Y6)

Telephone: 01207 260444

E-mail: shotleybridgeprimary@durhamlearning.net 

Headteacher:  Mr M. C. Bell
Job Description
Finance Officer for Shotley Bridge Primary School. Grade 5. 20 Hours per week, flexible timings, to be negotiated with the Headteacher. Responsible to the Headteacher.

Main purpose of the job. To carry out financial tasks for Shotley Bridge Primary School as described in the financial procedures manual.
Main Functions

1. Review the operation and effectiveness of the school’s financial procedures and update manual

2. Maintain and update an asset register and inventory 

3. Liaise/network with local businesses for sponsorship/fundraising

4. Prepare and submit Schools Financial Value Standard to local authority

5. Submit consistent financial reporting return to local authority

6. Prepare for audit by local authority

7. Prepare closure of previous year’s accounts statements and separate financial transactions for old budget cycle from those for the new budget cycle

8. Report to governors on outcomes of old budget

9. Prepare draft budget, including forecasts of staffing structure and pupil numbers

10. Ensure pupil premium expenditure is being accurately tracked and work with the head teacher to update governor’s finance and curriculum committees on pupil premium spending and impact 

11. Review pupil and sports premium spending and prepare annual report for publication to school website

12. Review long term financial plan and align with SIP

13. Review all contracts/agreements for the provision of goods and services to the school in order to ensure best value

14. Carry out benchmarking to ensure value for money in spending

15. Monitor and report to Finance Committee on the position of the schools finances

16.  Check spending in line with the school improvement plan and update budget and/or SIP as required

17. Submit insurance claims for sickness and maternity absences

18. Provide free school meals application forms to all new parent

19. Ensure all eligible pupils are registered for free school meals

20. Prepare budget monitoring report

21. Check that all accounting procedures are being followed including that procedures for signing off purchases are being followed by all staff

22. Reconcile all bank accounts and create cash flow forecast to share with head teacher and governors finance committee

23. Process payments to suppliers, including monthly bills

24. Prepare invoices for any goods and services provided by the school

25. Post accruals, prepayments and other adjustments as required

26. Close completed periods after adjustments have been posted and reports produced

27. Contact debtors with outstanding debts including parents owing money

28. Prepare invoices and collect fees/income for any goods or services provided by the school

Complete informal cash flow forecast, calculating before and after balances for the week 

29.       Plus any other tasks commensurate with the grade that the Headteacher might require including:
· To attend relevant training and courses ensuring continuing professional development.
· To cover duties of other office staff during sickness or other absence.
· To present oneself as a role model to pupils in speech, dress, behaviour and attitude.
The post holder also has common duties and responsibilities in the areas of :-Quality Assurance, Communication, Professional Practice, Health and Safety, General Management (where applicable), Financial Management (where applicable), Appraisal, Equality and Diversity, Confidentiality and Induction.
