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Finance and Administration Assistant job Description

Hours of work:	4 days a week 28 hours per week term time plus 8 days.
			LBR?


Responsible to:           Executive Head Teacher and School Business Leader  

Line Manager:             School Business Leader 

Main Responsibilities, Tasks and Duties

Finance
· Recording and processing orders and invoices on RM Finance, the school’s accounting system, and answering any queries on orders, statements and invoices.
· Count and log all payments, on parentmail, made for trips, clubs, music lessons, PE shirts etc, and pay into the school bank account.
· Prepare correspondence, collect fees and pursue parents to pay any outstanding debts owing to the school.
· Provide SBL with regular updates and reports for SLT and Governing body meetings.
· Maintain stock supplies of the schools resources and exercise books. 
· Assist the office manager with arrangements for pupils going out on school visits. 
· Recording orders on RM, the school’s accounting system.
· Recording Sales invoices on the RM finance system, and process payments.
· Recording all direct debits onto the RM finance system.
· Recording and processing petty cash and expenses payments to staff.
· Keeping budget holders up to date with their budget accounts
· Liaise with the site team on contracts and maintenance of the school
· Queries on orders. 
· Place, record, send and deal with orders to suppliers in liaison with the SBM after authorisation by the EHT or HT. 
· Maintain an orderly filing system for easy access of information for financial queries and audits as required.


HR 
Under the direction of the SBL:
· Keeping accurate records of Holidays, Long service days and sickness absences on spreadsheets.
· Logging accurate records of Leave of absence requests and sickness absence on Integris and Orbis systems.
· Take minutes in absence meetings with staff.
· Alerting the SBM/Head teacher when Stage 2 sickness meetings are appropriate.
· Completing return to work forms with staff.

Administration 
· To aid the processing of applications and administration for Free School Meals to the LA and ensure Integris and dinner registration data is kept up to date. 
· Provide effective day to day administration within the School Office in order to ensure smooth running of all administration processes. 
· To send text messages & emails to parents via the ‘Parentmail’ system.
· Undertake general reception duties including – dealing with the public and parents both face to face and over the telephone.
· Signing in visitors ensuring that they are welcomed and directed to the correct personnel. 
· Form and maintain appropriate relationships with personal boundaries with children, young people and parents, community and professionals acting as a good role model that reflects the high expectations of the Head Teacher and Governors of the school.
· Assist the office manager with arrangements for pupils going out on school visits. 
· Assist with arrangements and appointments by visiting professionals, including preparation of meeting areas.  
· Process all student and volunteer requests under the supervision of the Head Teacher.
· To be the main point of contact for the PTFG (Parents & Teachers Fundraising Group). 
· Assist with pupil first aid and welfare duties as required.
· Undertake general photocopying tasks as required.
· Provide full administrative support, efficiently and effectively, to office and classroom staff as requested within specified timescales (e.g. photocopying, filing, faxing, emailing, complete routine forms and distribution of internal/external post where appropriate). 
· Ensure and undertake word processing and other IT based tasks such as preparing parent letters as directed.
· To undertake training as and when necessary and to make full use of computer equipment and software.
· To support the administration of Annual Pupil Reports in order to meet the deadline.
· To respect and trust the confidentiality placed in the appointed person by the Head teacher, SBL and office manager using discretion in dealing with issues of a sensitive nature. 
· Be aware of and comply fully with policies and procedures relating to child protection, health and safety, security, confidentiality and data protection, by reporting all concerns to an appropriate person. 
· Contribute to the overall ethos/work/aims of the school.
· Participate in training and other learning activities and performance development as required. Identifying own training and development needs and make full use of all computer software.
· Work constructively and flexibly as part of a team, understanding school rules & responsibilities and your own position within the organisation. 
· The job description can never be fully descriptive and exhaustive. It is expected that staff will respond to emergencies as they arise. It is also expected that staff will show flexibility in their duties during busy periods and periods of staff absence. The post holder must comply with the LBR Equal Opportunities Policy and Health and Safety and all school policies.  
· To stay late for planned events including Governing Body meetings, parents evenings and pupils performances.

















Person Specification 

	
	Essential
	Desirable

	Experience
	General clerical / administrative / financial work
	Worked in a school office

	Qualifications / training
	NVQ 2 or equivalent qualification
Good numeracy and literacy skills
Grade C equivalent in Maths and English
	Qualifications in English, Maths, ICT (C grade GCSE)

	Knowledge  / Skills
	Effective use of ICT packages eg: Excel & word.
Very good ICT skills.
Good keyboard skills.
Ability to relate well to children & adults.
Work constructively as part of a team, understanding school roles & responsibilities and your own position within these.
Ability to identify own training & development needs & cooperate with means to address these.
	School data base systems.
Finance software packages. 
Use of relevant equipment/resources.
Knowledge of relevant policies / codes of practise and awareness of relevant legislation.
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