Job Profile 
Job Title: Finance Support Officer (FSO) - Area Finance Officer Team  (AFO)	
Grade:	6			Date created: April 2015	

	
About the Job
To support the provision of a comprehensive financial service, including support of budget preparation, maintenance and closure of accounts, and maintenance of financial systems within schools and academies. To ensure that financial management, accounting and budgetary control/reporting arrangements are working effectively and to assist in providing a financial service to Head Teachers, School Governors and Finance staff and other staff within Strategic Finance and GCC. To support the Area Finance Team to allow the smooth running of the training programme, charging schools for additional services, managing the Buy back and supporting the team as a whole. This job involves travelling to various schools and academies to delivery on site support, a full driving licence and use of a car is essential.


	
This is what we need you to do... 
· Support the production of Schools/Academies budgets, closure of accounts, and/or financial systems, in accordance with corporate and government policy and standards
· Assist in ensuring that sound financial planning, effective allocation/use of resources and budgetary control systems are in place and comply with corporate policy and standards
· Support the preparation of financial information for inclusion in Outturn Reports, and other School/Academy returns.
· Maintain the accuracy of budgets on the schools/academy financial systems
· Support the Principal Accounting Advisors & Trainers (PAA) in providing services to a range of allocated schools.









Team Support Role may include the following and will be undertaken by one designated member of the team

· Raising invoices/purchase orders via SAP
· SAP Shopper and SAP Super User
· Responsible for liaising with the rest of the team regarding all training requests and ensuring the clerical assistant meets all the needs of the trainers in terms of training packs
· Responsible for charging schools for additional services, including training
· Responsible for dealing with the information concerning Traded Services and supporting the Accountants (Senior Accounting Advisor & Trainer for Schools - SAFO) in allocation of visits to schools.
· Undertake routine functions including monitoring of timesheets and visit sheets, minute taking regular team meetings and dealing with monthly absence returns
· Provides general administrative support to the Accountants (SAFOs) 
· Supervision of the clerical assistant in maintaining on top of the general clerical work

	
· To contribute to the management and success of individual school’s finance and to carry out other duties and responsibilities which may be required by the school’s/ academies, which may include:

· On the job training and support to new finance staff
· Completing / assisting on school/academy reconciliations and other finance tasks including invoice payments and budget management
· Longer Term finance support to particular schools purchasing the service – cover all aspects of the finance day to day jobs, under the guidance of a PAA and Head teacher
· Supply adhoc finance support in particular schools – cover all aspects of the finance day to day jobs, under the guidance of PAA and Head teacher
· Provide cover on the daily telephone helpline, where assistance is given regarding the SIMS FMS package




Monitoring and ongoing development of outcomes
As part of the annual appraisal, outcome based targets will be developed in conjunction with the post holder and will supplement this job profile.  The job profile will be subject to regular review and the council reserves its right to amend or add to the accountabilities listed above.


	The ideal candidate will have... 
Experience
· Experience of a customer focused environment
· Some relevant experience of financial issues
· Using computerised financial systems and spreadsheets
· Working knowledge of school finance
· Working knowledge of schools accounting ESS FMS package is essential 


Knowledge, Skills and Understanding

· Good written / oral communication skills
· Accounting and budgeting 
· Ability to explain financial information
· Ability to communicate and discuss financial issues
· Manage own workload and meeting deadlines
· To be able to resolve queries to a satisfactory conclusion 
· Managing competing priorities
· Clearly present information

Special Conditions

· Current driving licence and access to a car during all working hours which is suitable for business travel

	Behavioural attributes
· Demonstrates Gloucestershire Employee Behaviours.
· Self-aware
· Always open to learning
· Leads by example
· Builds on organisational and individual strengths
· Resilient 

Education & Qualifications

Essential
· Finance experience
· Part-AAT qualification (or equivalent) and actively pursuing full qualification OR extensive work experience in school’s finance.
· Demonstrates commitment to training or CPD
· Current driving licence and access to a car during all working hours which is suitable for business travel


Desirable
· Full-AAT qualification
· Working knowledge of PSFinancials / Bromcom package


 
