
Bishops Down Primary School 
FINANCE ASSISTANT KR7 JOB DESCRIPTION 

 
 

1 
 

 
‘ 

‘All Stakeholders at Bishops Down Primary School make the education of their pupils their first concern, and are 
accountable for achieving the highest possible standards in work and conduct.  

All staff act with honesty and integrity; keep their knowledge and skills up-to-date and are self-critical; forge 
positive professional relationships; and work with parents and staff in the best interests of the pupils.’ 

 
 
All stakeholders at Bishops Down Primary School ASPIRE to exemplify the following values: 
 
Achievement in personal goals and academic attainment 
Self-belief, to be confident in different situations 
Perseverance, to be resilient in times of change 
Independence, to be a life- long learner 
Respect for each other and the world around them 
Equality for all  
 
These values are the foundation of every job description. 
 

 
 
Post: Finance officer 
  
Name of Job Holder:  
 
Responsible to: The Headteacher, the Governors of the school and the Local Authority 
 
Purpose of the Job: 
 
To provide an effective financial and administrative service to support and enhance the running of a large primary 
school in accordance with KCC Financial Regulations. Provide timely and accurate information to the Headteacher 
and Governing Body as required. 
 
Key duties and responsibilities: 
 
1. Formatting salary proposals in line with the School Development Plan for the Financial Sub-Committee in order 

to co-ordinate an annual budget of income and expenditure at the school. 
2. Maintaining and monitoring all budgets and presenting regular management reports to ensure efficient and 

effective control of income and expenditure. 
3. Preparation and implementation of business plans to ensure strategic development of the school to a high 

standard, measurable by internal and external criteria. 
4. Ensuring that the school complies with statutory requirements from the DfES, KCC, Governing Body and other 

agencies. 
5. Negotiating contracts and tenders to ensure the most efficient use of resources to ensure best value for money 

at all times. 
6. Managing all personnel processes to ensure that all documentation is accurately completed and forwarded to 

the relevant departments in compliance with school policy, KCC policy and legal requirements. 
7. Supervise the Administrative Officer.  Conduct appraisals for TCP and identify and recommend developmental 

training to ensure that an efficient and effective service is provided to support staff, pupils, parents and 
Governors. 

8. Support the Headteacher in a consultative and administrative capacity in matters of Finance, Personnel and 
school administration to provide an objective and informed view to aid decision making. 
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Alternate Duties would be:  
 
1. Prepare, implement and reconcile all financial transactions relating to the school’s income and expenditure, to 

ensure compliance with legal requirements and KCC Financial Regulations. 
2. Oversee, authorise and timetable the letting of the school premises and, where necessary, follow up and solve 

problems on behalf of the school and its clients, in order to capitalise on the school’s property assets and 
generate additional income. 

3. Ensure that all caretaking and midday meal supervisor staff movements are accounted for i.e. new starters, 
leavers, overtime etc. updating personnel and payroll records accordingly. 

4. Prepare and provide reports for the Headteacher and Department Heads to assign budgets to departments for 
the forthcoming year, process, monitor and evaluated allocated budgets to avoid excess spending. 

5. Manage and take responsibility for all accounting procedures in relation to the School Fund and Standard’s 
Fund ensuring that all KCC audit requirements are met. 

 
 
Footnote: This job description is provided to assist the job holder to know what his/her main duties are. It may be 
amended from time to time without change to the level of responsibility appropriate to the grade of post. 
For KCC purposes this post has been rated as DMA Level 1 
 
 
Personal characteristics 
 
It is expected that a Finance Officer fulfils Hay Group Leadership Characteristics and Competencies at Level 3 and 
some aspects of level 4. 
 

 Definition 
 

Level 1 
 

Level 2 
 

Level 3 
 

Level 4 
 

Analytical 
Thinking 

The ability to think 
logically, break things 
down and recognise 
cause and effect 

Breaks down 
problems 

Recognises 
cause and 
effect 

Analyses 
variables 

Undertakes 
analysis of very 
complex 
problems 

Conceptual 
Thinking 

The ability to see 
patterns and links, 
even where there is a 
lot of detail 

Uses 
common 
sense 

Sees patterns Uses concepts Makes the 
complex simple 

Confidence The belief in one’s 
ability to be effective 
and to take on 
challenges 

Shows 
confidence 

Actively 
contributes 

Expresses a 
professional view 

Rises to 
challenges 

Developing 
Potential 

Works to develop the 
long-term capabilities 
and potential of others 

Shows how Provides 
tangible 
support 

Gives feedback 
and 
encouragement 

Creates 
development 
opportunities 

Drive for 
Improvement 

Relentless energy for 
setting and meeting 
challenging targets, for 
pupils and the school 

Wants to do 
a good job 

Sets own 
standards 

Creates 
improvements 

Sets and tackles 
challenging 
targets 

Enduring 
Resilience 

Able to sustain energy, 
optimism and 
motivation in the face 
of pressure and 
setbacks 

Generally 
optimistic 
about events 

Confident in 
own agency 
and ability 

Aware of own 
needs and 
triggers 

Actively 
manages 
emotions and 
energy 

Flexibility The ability and 
willingness to adapt to 
the needs of a 
situation and change 
tactics 

Keeps an 
open mind 

Adapts 
procedures 

Changes tack  
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Holding People 
Accountable 

The drive and ability to 
set clear expectations 
and parameters to 
hold others 
accountable for 
performance 

Makes 
expectations 
clear 

Sets 
boundaries 

Demands 
performance 

Confronts poor 
performance 

Impact & 
Influence 

The ability and the 
drive to produce 
positive outcomes by 
impressing and 
influencing others 

Uses logic to 
persuade 

Takes actions 
to persuade 

Calculates an 
impact 

Influences 
indirectly 

Information 
Seeking 

A drive to find out 
more and get to the 
heart of things; 
intellectual curiosity 

Finds out Digs deeper Gathers 
information 

Uses own 
systems 

Initiative The drive to act now to 
anticipate and pre-
empt events 

Seizes 
opportunities 
and sorts out 
problems 

Acts decisively Thinks and acts 
ahead 

Prepares for 
future 
opportunities 

Respect for 
Others 

An underlying belief 
that individuals 
matter, and deserve 
respect 

Listens  Values others Values others 
despite 
provocation 

Creates a 
community 
where there is 
mutual respect 

Team working The ability to work 
with others to achieve 
shared goals 
 

Helps and 
supports 
others 

Shares 
information 

Gets inputs from 
others 

Builds team 
spirit 

Understanding 
Others 

The drive and ability to 
understand others, 
and why they behave 
as they do 

Is sensitive to 
body 
language 

Understands 
meanings 

Understands 
ongoing 
behaviour 

 

 
The following outlines the criteria for this post. Applicants who have a disability and who meet the criteria will be 
shortlisted.    
 
Applicants should describe in their application how they meet these criteria. 
 

 CRITERIA  

QUALIFICATIONS 
 
 

 Level 3 Diploma (or equivalent) with accountancy and finance and knowledge / 
skills. 

  EXPERIENCE 
 
 
 

 Significant experience of working in a school finance role. 

 Supervisory/Line Management experience (if applicable). 
 
 
 

  

SKILLS AND ABILITIES 
 
 
 
 
 
 
 

 Ability to communicate a range of financial information both verbally and in 
writing with the senior leadership team and other staff.  

 

 Keyboard skills applied with precision and speed. 
 

 Must be computer literate and have previous experience of working within 
financial regulations. 

 

 Ability to prioritise own workloads and to work to deadlines is essential. 
 

KNOWLEDGE 
 
 

 Requires knowledge of accounting and financial procedures sufficient to be able 
to maintain accounts, produce financial reports, advise on variances.  
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 Must be aware of KCC Financial Regulations and understand other relevant school 
policies. 

 

 Knowledge of the School’s Record Retention Policy and freedom of information 
protocols of awareness of the requirement for this policy and protocol. 

 

 Knowledge of a range of IT systems. 
 

 Knowledge of computerised and manual filing systems. 
 

 Awareness of Data Protection and confidentiality issues. 
 

 Staff will be expected to have an awareness of and work within national 
legislation and school policies and procedures relating to Health and Safety.  

 

 


