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JOB PROFILE

JOB TITLE:

Finance and Administration Assistant

JOB PURPOSE
To undertake a range of general administrative, financial and manual duties in support of staff and pupils, in particular to the School Business Manager.  Provide First Aid at Work in line with qualification.

To contribute to the smooth running of the school system as a member of the office team.  Flexibility will be needed covering the tasks of other members of the team in their absence or helping out when the need arises.

ACCOUNTABLE TO:
Ultimately:

The Governors and the Headteacher




For management:
The School Business Manager



For appraisal:

The School Business Manager
The normal weekly hours will be 37.5 to be served over a total of 40 weeks a year
KEY ACCOUNTABILITIES
1. General Duties

a. If the need arises, support the provision of a reception desk service, maintaining front door access control and check in procedures for all visitors, contractors and deliveries to the school;

b. Answer and deal with telephone calls as appropriate;

c. Assist with the provision of first aid to staff and pupils as required;

d. Ensure the smooth running of the photocopiers (including ordering paper and toners);
e. Arrange events / training days.

f. Maintain stock on exercise books, stamps, attendance rewards, staffroom supplies, etc.;

g. Maintain asset register;

h. Maintain record of school licences, subscriptions, trade accounts;

i. Ensure energy meters are read monthly by Premises Manager and record readings on Portal;
j. Distribute Key Stage 2 fruit

2. Finance Duties

a. Raise authorised purchase orders on SIMS FMS for colleagues and deal with any queries regarding orders and deliveries;
b. Control usage of the school purchasing card and keep records of all transactions;

c. Prepare purchasing card statement for reconciliation each month; 

d. Collect and reconcile parental donations in respect of residential visits and assist lead teacher with correspondence, etc;
e. Obtain quotes for staff;

f. Maintain and record miscellaneous income and parental donations;
g. Maintain records and accounts relating to school lettings;
h. Maintain school’s petty cash float providing reimbursements for valid items of expenditure;
i. Record all invoices on SIMS FMS (after checking delivery notes/purchase orders are all ok);

j. Prepare weekly cheque/BACS run and ensure signed by appropriate staff;
k. Issue invoices and chase payments for After School Club, via Tucasi, and make sure direct payments tally on bank statement;

l. Maintain School Fund Account on Tucasi and provide reports for Finance Committee and prepare annual accounts for audit.
3. Personnel Duties

a. Assist in maintaining Staff Contact Cards;
b. Ensure all first aid, minibus, food safety training is up to date;

c. Keep Staff Handbook up to date;

d. New staff: ensure appropriate uniform and paperwork issued;

4. Administration

a. Provide administrative support to the Head, School Business Manager, and other members of the Senior Leadership Team as requested;
b. Use the admin computer network for relevant tasks – will need to be competent in Office 2013 and Outlook, as well as using the internet;
c. Bind whole schools documents (SDP, Emergency Plan, etc.);

d. Maintain registers and deal with enquiries and bookings for After School Club, in close liaison with the manager;

e. Minute EHCP meetings and provide admin support for Inclusion Manager and SRC Manager;
f. Maintain policy schedule and alert relevant personnel for reviews.

5. Other Duties

Undertake any other duties appropriate to the grade as requested by the Headteacher or School Business Manager.
PERSON SPECIFICATION
The successful candidate will:

· Have good GCSE results (or equivalent) in English Language and Maths;

· Be computer literate with a good knowledge of Word and Excel;

· Ideally have some knowledge of accounts/finances;
· Have a relevant first aid qualification, or be prepared to undergo training;
· Have knowledge of school finance systems, or be willing to undergo training;
· Have a friendly and welcoming manner and good inter-personal skills with the ability to communicate clearly and effectively;

· Have the ability to work effectively as part of a team and under their own initiative;

· Be willing to support the main office with whole school administration as required;

· Have a sensitivity to the needs of children, parents and the community;

· Have the ability to work to deadlines and to work confidently under pressure;

· Be prepared to participate in training, off site when necessary;

· Be discreet and have a clear knowledge of all aspects of safeguarding and confidentiality;

· Have a sense of humour!
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