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Job Description
Schools Finance & Forum Officer

	Service:
	Financial Management: Development and Schools
	Team:
	Schools Finance Team

	Location:
	County Hall, Preston (All staff currently work from home, but the
office base is County Hall, Preston. You may be required to work from other locations)

	Salary range:
	£33,119 - £37,563
	Grade:
	7

	Reports to:
	Accountant – Statutory/Commercial
	Staff responsible for:
	0



	Job Purpose

	The main purpose of the post is to assist in the statutory and traded financial functions of the county council relating to school funding.


	Accountabilities/Responsibilities

	
This role has the following, but not limited to, responsibilities / accountabilities:

· Set up, process and reconcile monthly funding payments to schools, academies and education providers. 

· Calculate termly funding adjustments and produce funding statements for schools, academies and education providers. 

· Support with the annual budget setting process and the production of budget statements.

· Support with funding monitoring and producing monthly reports.

· Assisting with funding queries from schools, academies, education providers and internal stakeholders. 

· Lead on expansion/growth funding in accordance with the expansion/growth policy. Including collating and processing expansion payments.

· Liasiing with service areas in the Council to obtain data required for funding calculations. 

· Lead on sixth form/post 16 grant funding, including distribution and reconciliation in accordance with conditions of grant and annual grant return to the DfE.

· Lead on Exclusion charges, including supporting the grade 5 with this task and ensuring charges are processed accurately.

· Assist with the management and operation of the Lancashire Schools Forum and its associated working groups, including assisting / coordinating in the production of reports and briefing papers and record decisions and ensure necessary follow up action is taken.
	· Assist with the Schools Forum's Supply Cover Insurance and Maternity Scheme, including advising schools, contribute to service monitoring and to provide input into development ideas.

· Support the functions of the school funding team, including assisting with the associated year end processes and general administration tasks. 





	Other

	
· Equal Opportunities
We are committed to achieving equal opportunities in the way we deliver services to the community and in our employment arrangements. We expect all employees to understand and promote this policy in their work. 

· Health and safety
All employees have a responsibility for their own health and safety and that of others when carrying out their duties and must help us to apply our general statement of health and safety policy. 

· Customer Focused
We put our customers' needs and expectations at the heart of all that we do. We expect our employees to have a full understanding of those needs and expectations so that we can provide high quality, appropriate services at all times.


	Our Values

	
We expect all our employees to demonstrate and promote our values:

· Supportive
We are supportive of our customers and colleagues, recognising their contributions and making the best of their strengths to enable our communities to flourish.

· Innovative
We deliver the best services we possibly can, always looking for creative ways to do things better, putting the customer at the heart of our thinking, and being ambitious and focused on how we can deliver the best services now and in the future.

· Respectful
We treat colleagues, customers and partners with respect, listening to their views, empathising and valuing their diverse needs and perspectives, to be fair, open and honest in all that we do.

· Collaborative
We listen to, engage with, learn from and work with colleagues, partners and customers to help achieve the best outcomes for everyone.




Person Specification
Schools Finance & Forum Officer

Your ability to meet the job requirements will initially be assessed by the information provided on your application but further assessment will be undertaken at interview and, in some cases, by using other types of assessment(s).
	Qualifications

	· 5 GCSE’s or equivalent including maths and English 

	· AAT or relevant professional or managerial qualification or equivalent is desirable but not essential

	Experience 

	· Experience of supervising staff is desirable but not essential

	· Experience and/or knowledge of school funding/school finance related work is desirable but not essential

	Essential knowledge, skills & abilities

	· Good interpersonal skills

	· Good written & verbal communication skills

· Good numeracy skills

	· Ability to use Microsoft Office products, particularly Excel and Word

· Knowledge of accountancy and financial systems

· Ability to effectively advise and present information to more senior staff and customers

	· Ability to deal with complex issues constructively

	· Ability to work accurately whilst under pressure

	· Ability to work as a member of a team

	· Ability to work without close supervision and self motivated

	Other essential requirements

	· Commitment to equality and diversity.

	· Commitment to health and safety.

	· Display the LCC values and behaviours at all times and actively promote them in others.
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