
   
 

SENIOR FINANCE OFFICER 
Grade SO1/2 
 
Job Title:  Senior Finance Officer – Purchase Ledger 
 
Department:  Finance 
 
Responsible to: Head of Finance  
 
Line Management: Supervision of Finance staff at Head office. 
 Work closely with school staff. 
 
Location: Based at Head Office but multi-location may be 

required 
 
 
Main Purpose of Job: 
 
The Senior Finance Officer assists in maintaining the school’s accounting 
records and providing an efficient finance function for the school working 
closely with the on-site Finance Teams. 

Summary of Duties and Responsibilities: 

 
Purchase Ledger: 
 

1. Overseeing the maintenance of purchase ledger, and ensure finance 
assistants carry out weekly pay runs. 

2. Oversee finance assistants and ensure petty cash is reconciled weekly 
and signed off in accordance with the finance regulations. 

3. Ensure web portal sign off is in line with Finance Regulations and 
budget holders. Carry out annual check. 

4. Assisting with regular financial functions, including banking of cash and 
cheques, preparing cheques and BACs runs for suppliers. 

5. Along with Management Accountants weekly monitor cash balances for 
all bank accounts prior to BACS payments. 

6. Working closely with Financial Accountant.  Ensure monthly balance 
sheet control accounts are carried out.  

7. Assist in resolving any disputes and elevating when necessary. 
8. Responsible for the production of the Days Paid report. 
9. Review of commitments report weekly. 
10. Work closely with Management accountants to identify accruals and 

prepayments . 



 
Petty Cash/GPC/Oyster Cards: 

 
11. Ensure random spot checks on petty cash are carried out. 
12. Oversee and ensure GPC cards are received monthly and signed in 

accordance with the Finance Regulations. 
13. Review who and how GPC cards are being used. Act as administrator 

for GPC cards. 
14. Ensure Oyster Cards are administered in an appropriate manner and 

signed off by budget holder. 
15. Ensure spot checks are carried out on Oyster Cards to check valid 

journey history by finance assistant. 
16. Working closely with Financial Accountant. Ensure monthly balance 

sheet control accounts are carried out.  
 

 

Procurement: 

17. Work with finance assistants and Head of Procurement to ensure 
contracts database is maintained and any contract renewals are 
brought to the attention of Head of Procurement and brought to Budget 
Panel in a timely manner if relevant.  

18. Seeking value for money with procurement and ensuring Finance 
regulations are followed with contracts, tenders and ordering. 

19. Work with Head of Procurement to compile a preferred supplier list. 
20. With Head of Procurement, ensure tenders and quotes are received in 

line with the Finance Regulations. 
 
Insurance: 

 

21. Oversee the insurance administration for schools and College along 
with the Director of Finance operations. 

22. Keep log of incidents and report to relevant insurer. 
23. Act as central person for collating insurance logs.  

 

  
General – Ad Hoc 

 
24. Monthly data input onto computer system for all expenditure, and 

journals including standard accounting journals. 
25. Assist in maintenance of fixed asset register and perform depreciation 

calculations, ensuring assets are recorded, monitored and safeguarded 
if required.  

26. Assist in production of monthly management reports, as requested. 
27. Assist in negotiation of contract renewals and service level agreements 

if required. 
28. Liaison with all levels of personnel including those representing the 

Bank, Auditors, Funding Bodies and HMRC. 



29. Share administration with the Finance Admin Assistants if required, 
including answering telephones and opening post. 

30. Such other duties as may reasonably be required by the Head of 
Finance 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 



   
 
Senior Finance Officer 
Person Specification  
 

Qualifications and experience 
 

Priority 

1. Qualified or part qualified accountant 
2. Sound knowledge of double entry book keeping. 
3. Extensive computerised financial accounts experience 

including responsibility for nominal ledger, purchase ledger, 
cash book.  

4. Detailed knowledge of month end procedures 
5. Extensive experience of producing bank reconciliations and 

cash flow monitoring. 
6. Experience of analysis of income and expenditure using 

spread sheets. 
7. Able to work across multiple locations. 
8. Previous experience of responsibility for accounts function in 

small to medium sized business 
9. Experience of liaising with outside bodies such as banks, 

auditors, and HM Customs and Revenue, etc. 
10. Experience of fixed asset accounting and depreciation. 
11. Experience of production of management and statutory 

accounts. 
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Abilities, skills and knowledge 
 

 

12. Able to work quickly and accurately under pressure and meet 
deadlines. 

13. Strong organisational and time management skills. 
14. Ability to prioritise a busy workload effectively. 
15. Excellent communication skills 
16. Able to work as part of a team and cover colleagues where 

necessary. 
17. Recognition of importance of confidentiality and discretion in 

relation to all aspects of the role. 
18. A strong commitment to equality and inclusion through 

principles, practice and outcomes. 
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