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Job Description: School Finance Officer
Core Purpose
To provide accurate, timely, and compliant financial support that ensures effective budgeting, monitoring, and management of the organisation’s resources. The Finance Officer safeguards financial integrity by maintaining robust financial systems, processing transactions efficiently, producing reliable financial reports, and supporting informed decision‑making across the organisation. The role contributes to strong financial governance, value for money, and the smooth operation of day‑to‑day financial activities.
Financial Resource Management
· Evaluate financial information and consult with the Headteacher and Governors to prepare a realistic and balanced budget for school activities.
· Submit the proposed budget to the Headteacher and Governors for approval and support the overall financial planning process.
· Discuss, negotiate, and agree the final budget.
· Use the agreed budget to actively monitor and control performance to achieve value for money.
· Identify and inform the Headteacher and Governors of the causes of significant variances and take prompt corrective action.
· Propose revisions to the budget, where necessary, in response to significant or unforeseen developments.
· Prepare management summaries and attend Governing Body Resources meetings.
· Provide ongoing budgetary information to relevant stakeholders.
· Advise the Headteacher and Governors if fraudulent activity is suspected or identified.
· Maintain a strategic financial plan that identifies trends and requirements aligned to the School Development Plan and forecasts future‑year budgets.
· Identify additional funding required to support the school’s planned activities.
· Seek and utilise specialist financial expertise where appropriate.
· Maximise income through lettings, fundraising, and other income‑generating activities.
· Benchmark financial systems and information to assess trends and make appropriate recommendations.
· Ensure the school meets GDPR requirements and act as the Data Protection Officer, overseeing data protection compliance and the secure handling of personal information.
· Evaluate the budgetary impact of the school’s strategic objectives.
· Complete and submit the Schools Workforce Census.
Facilities and Property Management
· Work with the Caretaker to manage the maintenance of the school site, including the purchase, repair, and replacement of furniture and fittings, ensuring Health and Safety standards are maintained.
· Ensure ancillary services (e.g. catering, cleaning) are monitored and managed effectively.
· Manage the letting of school premises to external organisations to support extended services and meet local community needs.
Special Conditions
· Enhanced DBS clearance required.
· Compliance with safeguarding, data protection, and equality legislation.
· Participation in relevant continuing professional development (CPD).
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