Dormers Wells High School

Job Description
Post Held: Finance and PFI Assistant 
Salary Scale: 6
Main purpose of the job

· To assist the School Business Manager (SBM) with the efficient management and organisation of the Finance Office and PFI Contract. 

· Under the guidance of the SBM, to be responsible for undertaking financial, administrative and organisational processes within the school.

· Under the guidance of the SBM, to be responsible for all matters relating to the PFI contract and school site.

Financial
· To deal with all matters relating to Accounts Payable, including processing, paying and reconciling invoices, account and delivery queries and departmental charging.
· To actively participate in ensuring compliance with FMGS, DfE Academies Financial Handbook, Trust Financial procedures manual, Year End and departmental procedures are adhered to.

· To lead and administrate the daily PFI helpdesk and ensure reconciliation and compliance with the PFI contract.

· To liaise with the site managers, FM Managers, FM company, LEP and Local Authority on a regular basis.

· To actively participate in the monthly FM meetings and analyse the monthly reports.

· To actively seek advice and initiatives for energy reduction.

· To analyse and maintain energy analysis documentation outlining costs, volume and usage.

· To promote the school for use by the local community to generate income.

· To keep an up to date client database.

· To run the lettings programme, deal with letting enquiries on a daily basis and promote resources to new customers keeping abreast of competitor activity.

· To investigate, produce and submit “biddable” funds under the direction of the School Business Manager 
· To assist and report any issues to the SBM regarding the maintenance of the school fixed asset register. To submit and follow up with any insurance claims.

· To maintain the school inventory database outside the PFI remit.
· To annually stock check the inventory against the asset register.
· To represent the SBM in meetings with the Sports Centre and ensure adherence with the Dual Use Agreement.
· To assist the SBM with Interim, Final and Responsible Officer audits.
· To work closely with the Senior Finance Officer on finance and segregation of duties.
· When required, guide and assist the other schools within the Trust with processes and procedures.
Administrative

· To carry out general administrative duties when required as directed by the SBM
· To invigilate when required
· To carry out such particular duties as the Headteacher may reasonably direct from time to time. 

Organisational

· To contribute to the development of ICT and the MLE (FROG). 

· To participate fully in the School’s Self Review, School Improvement Plan procedures, Staff Review/Performance Management.

· To implement all and follow all school and LA policies and procedures, including giving due regard to the Local Authorities Equality Policy

· To attend and participate in school meetings and training as appropriate.

· To take responsibility for safeguarding the welfare of all children you are responsible for or come in to contact with including reporting any child protection issues or concerns to the school’s Child Protection Officer.

To Whom Responsible: School Business Manager
Note

This job description is not your contract of employment, or any part of it. It has been prepared only for the purpose of school organisation and may change either as your contract changes or as the organisation of the school is changed. Nothing will be changed without consultation. This document must not be altered once it has been signed but will be reviewed annually.
Signed: ___________________________________________________ Date: _________________

