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Context statement

Job title: School Administration and Finance Officer (SAFSO)
Directorate/Service/Team: Children’s Services / Health, Education & SEND Commissioning Service / Schools Finance & Support Team

Organisation structure

Reporting to: Manager SAFSO & Traded Services
Responsibility for: Supporting schools and academies with their finance and management information systems (MIS)

The SAFSO service is one of Children’s Services traded services. It offers a support service to maintained schools and academies that use bespoke products for finance and MIS. The role is hybrid and will involve working in the office in Dorchester, visiting schools in Dorset and working from home. The service provides a helpline, answering queries by telephone and email. The team delivers training on the MIS and finance systems to school staff, either in a classroom environment or on-line. Written technical guidance is provided on the supported systems. The service is valued for a personalised and individual approach to enable school staff to use their MIS and finance systems in the most efficient and effective way.

Context of work

The team currently supports these products: SIMS and FMS provided by Parent Pay Group (PPG), Arbor MIS, Arbor Finance and Access Education Finance & Budgets. The team mainly supports Dorset schools and academies but do offer support services beyond Dorset. 

This post is one of five SAFSOs and will collaborate closely with colleagues to deliver the service. The team looks to make the best use of the skills and experience available in the team and the postholder may specialise in either finance or MIS but would need a strong knowledge base of both areas. Detailed knowledge of the supported products is needed following the induction period. Full training is provided to ensure all team members support schools and academies effectively.

No day is the same and may involve answering helpline calls, developing and delivering training or visiting a school in person. Excellent written and verbal communication skills are needed in all aspects of the role. The helpline is always busy. Remote access is used to ensure queries are answered promptly and effectively. Training school staff is an important aspect of the role. By designing clear, user-friendly training materials and delivering training in a variety of ways, we look to enable school staff to be confident to perform their roles well.

The post holder will need to demonstrate a responsive, positive and agile approach to problem solving. A commitment to exceptional customer care is needed as well as the ability to balance demands with priorities. Due to the nature of the work and the education landscape, the postholder will be expected to keep their learning up to date and attend the necessary training as deemed appropriate for the role.



Travel requirement

This position has a significant travel requirement and the postholder will be expected to undertake travelling to schools and training centres as deemed necessary.  This means that there is a requirement for a vehicle (or transport deemed to be suitable by the Council) to be available on most working days to carry out normal duties.  Employees in positions with a significant travel requirement are required to provide a replacement vehicle if their usual vehicle is not available over an extended period.

Other information

The post is located at County Hall in Dorchester and enjoys the benefits of flexible attendance (the post may not have a dedicated desk). It is expected that approximately half of the working week would be spent in the office.

The post supports schools and academies and annual leave should be taken at suitable times within the school calendar.

Car parking may be available at County Hall, according to the system in place.

The role will involve lifting and moving the set of training laptops between County Hall and the training venues. 

The ability to converse at ease with customers and provide technical advice in accurate spoken English is essential for the post.

There is a requirement for a basic DBS check with this role.
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