ST JOSEPH’S SPECIALIST SCHOOL & COLLEGE
Job Profile

Accounts Clerk
	Name:
	

	Date:
	

	Job Context:
	St. Joseph’s is a day and residential Special School with approximately seventy learners.  It has a staff of around 280, full and part time.
This job profile recognises the requirements of the school’s current Pay and Conditions Policy and reflects the vision, aims and policies established by the Governors of the school.

	Title:
	Accounts Clerk

	Job Purpose:
	Responsible for the effective and efficient administration of the finance function with a focus on Purchase Ledger and Petty Cash in the school. 

	Accountable to:
	Accounts Controller

	
	


KEY ACCOUNTABILITIES

Policy and Leadership

· To have a good working knowledge and understanding of all school policies.
· Working within the support services team ensure all policies are vigorously adhered to in practice particularly in relation to health and safety and security to minimise risks to the school, the staff and the learners.

· To work within the framework of the school’s statutory and accounting procedures. To always apply the highest standards of accountability, ethics and confidentiality to all work practices.

· To mentor and provide support and guidance to less experienced members of the finance team sharing gained knowledge.
· Engage with the schools Performance Management programme ensuring continued professional development.

· To attend and contribute to staff meetings, open evenings and/or consultation evenings as required by the school.

· Share duties within the support services team to ensure the smooth running of the function as a whole over the various peaks of activity in the school year.
KEY TASKS
Purchasing

· Oversee the ordering of goods and services across all departments to ensure best value.

· Monitor costs of contracts for goods and services to ensure continued value for money.

· Process purchase orders and match PODs to invoices received to ensure correct payment for all goods and services.

·  Process and order goods using the school credit card ensuring all paperwork is correct.

Purchase Ledger
· Ensure all supplier details are correct in the management system and amend accordingly.

· Process and match incoming invoices, purchase orders and delivery notes ensuring only the correct items are passed for payment.

· Investigate anomalies with regard to incoming invoices/statements and contacting suppliers to solve any problems.

· Process and manage payment of invoices through Purchase Ledger.

· Routine data input and journal entries ensuring the effective administration of Purchase Ledger.
· Advise Accounts Controller of budget over/under spends.
· Produce Management reports monthly and additionally as required.

Petty Cash tasks

· Process all petty cash requests ensuring the correct supporting evidence is retained. Ensure the petty cash is reconciled weekly and held securely.
· Input petty cash figures into management system, ensuring final figures balance weekly.

· Consider petty cash amounts required for coming weeks, anticipating any forthcoming events and order sufficient. 
·  Ensure all weekly and respite monies are prepared and ready for collection by Care Staff
· Update monetary records for all new Learners and Leavers i.e. Pocket Money, Life Skills, Housekeeping.

· Collect, record and distribute pocket money as per the schools policy.
· Keep existing Learner pocket money records up to date and advise Parent/Carers termly of any outstanding amounts.
· Advise Team Leaders termly of pocket money to be returned from Group to Finance (for those where pocket money has been funded by St Joseph’s).

Other Finance Related Tasks

· With the Business Manager prepare the accounts and supporting documentation for the school’s accountants for audit ensuring the information and documentation is held in an organised system to enable easy recovery by the job holder and/or others.
· Assist the school’s auditors as necessary.

· Deal with any accounts or financial queries presented by members of staff or the Finance Committee as required.
Management of Administration and Resources
· To keep records and carry out procedures to satisfy school policies.
· Ensure the school’s financial data is held confidentially and securely and an adequate backup system is in place and operating.

· Ensure an archiving system is in place and routine inclusion to and disposal of archives is kept up to date and in line with the school’s procedures and legislative requirements. Ensure old archives are disposed of securely.
· Carry out routine admin tasks i.e. production of spreadsheets, reports and forms and undertake project/research work if required.

· Undertake other tasks as reasonably correspond to the grade and the general character of the post. To carry out other reasonable requests made by the Principal and Governors

Evaluation and Quality

· Ensure the financial systems are fit for purpose to make the work as efficient as possible, developing and enhancing systems to improve them when possible.
· To provide reliable consistent support delivered on time.
· At all times maintain confidentiality and comply with the data protection policy and procedures.
	This job profile is drawn up in the light of the following statement.

	‘The role of Accounts Clerk is much valued within St Joseph’s Specialist School & College’

	“St Joseph’s Specialist School & College is committed to safeguarding and promoting the welfare of children, young people and vulnerable adults and expects all staff and volunteers to share this commitment”.

	Signature:
	
	
	

	
	Accounts Clerk
	
	Executive Principal
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