Job Description 

Job Title: 		Finance & HR Officer
Responsible to: 	Headteacher at St. Thomas More 
& Business Manager at JFK 
Grade:			H5
Hours:			20 hours per week @ St. Thomas More (STM)
			5 hours per week @ John F Kennedy Catholic School (JFK)
Contract:		One Year Fixed Term Contract (initially)
This job description is not necessarily a comprehensive definition of the post. It may be modified by the Headteacher, with your agreement to reflect changes which are commensurate with the salary, the role title and the school development plan.	
This job description will be reviewed every year or sooner if required.
Job Purpose
· To support the Headteacher at STM with the smooth running of admin and financial aspects
· To liaise with staff at all levels to ensure correct procedures are followed
· To ensure that all documentation received is correct and is recorded accurately
· To support the smooth running of specific financial and administrative tasks at JFK
· To support the collaborative ways of working between STM and JFK

Personal and Professional Standards
· To support the aims of the school
· To be a role model in terms of professional dress and appearance, punctuality and attendance
· To use the performance appraisal process for support staff to take responsibility for own personal and professional development
· To share the school’s commitment to safeguarding and promoting the welfare of children and young people 
· To be aware and comply with all relevant policies and procedures within the school
· To participate in training and other learning activities commensurate with the post
· To attend and participate in meetings as required

Main Areas of Responsibility – St. Thomas More	, Berkhamsted
1. To manage all day to day aspects of the schools human resources
2. To conduct all administrative processes relating to the schools WisePay account 
3. To conduct all administrative tasks relating to the schools payroll 
4. To maintain the cashbook
5. To manage all aspects of the school workforce census including completing the annual return
6. To manage all financial aspects 
7. To set the annual school budget in liaison with the Headteacher
8. To manage process the Barclays.net account
9. To maintain and update the single central record and complete the annual return
10. To manage all aspects of SIMs Personnel
11. To reconcile and replenish the stamp tin as required
12. To manage all aspects of the schools lettings and hiring’s facility 
13. To manage the process of back up tapes (daily, weekly & monthly)
14. To conduct the administration of the HMRC 30 hours free nursery places account
15. To produce the weekly school newsletter
16. To print and issue the Registers (as required) 
17. To conduct all administrative tasks relating to school dinners 
18. To carry out any other task as requested by the line manager or Headteacher.

Main Areas of Responsibility – John F Kennedy Catholic School, Hemel Hempstead
1. To assist with processing of purchase orders
2. To assist with administration of the Gift Aid reconciliation
3. To assist with the processing of purchase orders
4. To carry out any other task as requested by the line manager or Headteacher.

Key Competencies
· To work in an organised and methodical way and have sound organisational and coordination skills
· To work accurately to deadlines
· To have a can-do approach to all aspects of the post
· To be able to develop and maintain positive working relationships with other team members, the public, staff and students
· To be able to work under pressure, whilst continuing to prioritise workloads
· To have good written, ICT and verbal communication skills and relate well to school staff
· To have a willingness and competency to work using own initiative
· To have a good understanding of E-Safety, confidentiality issues and Data Protection legislation
· To have excellent understanding of financial processes, preferably within a school environment


Working Pattern (tbc):
Monday  	8.30am – 1.30pm @ JFK
Tuesday  	8.30am – 3.30pm @ STM
[bookmark: _GoBack]Wednesday  	9.00am – 3.30pm @ STM
Friday  	8.30am – 3.30pm @ STM

