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NOTRE DAME HIGH SCHOOL

JOB DESCRIPTION

	Notre Dame High School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment




	Job Title


	Payroll/Finance Administrator


	Salary/Working Pattern

	Scale H 
18 hours per week / 41 weeks per year
£20,661 - £22,658 with performance management progression to

£25,951 pro rata 


	Purpose of the Job


	To contribute to teaching and learning in the school by assisting with all aspects of the operation of efficient finance systems, working in accordance with any currently applicable schedules.




	Responsible To


	Head of Finance


	Responsible For


	N/a


	Level of Contact with Children & Degree of Responsibility  


	Level of Contact with Children
	Low

	
	Degree of Responsibility for Children


	Low


	Conditions of Employment


	The conditions of employment for members of non-teaching staff are defined in the current National Joint Council for Local Government Services Document and the Catholic Education Service.
To endeavour to implement the Notre Dame High School Mission Statement, promoting and supporting the ethos of the school as a learning and caring community committed to following Christ’s teaching


	Primary Responsibilities:
The post holder will:
· Maintains payroll information by collecting, calculating and entering data.
· Update payroll records by entering changes in job title and department/division/transfers/pay scales/FTE
· Prepares reports from the payroll system

· Processes invoices for payroll liabilities by using payroll reports onto the finance system 

· Resolves payroll discrepancies by collecting and analysing information by production of reconciliation reports

· Provides payroll information by answering questions and requests

· Maintains payroll operations by following policies and procedures

· Maintains employee confidence and protects payroll operations by keeping information confidential

· Contributes to team effort by accomplishing related results as needed

· Month end year end procedures

· Pension scheme changes – keep up to date with scheme changes and liaise with payroll support provider

· Submit reports to pension provider both monthly and annually returns

Assist in Finance department;

· Banking of monies

· Process online receipts from WisePay

· Journal input

· Finance queries

· Input invoices

· Excel – preparation of spreadsheets – must be more than confident with Excel.



	Additional Specific Responsibilities:

· In consultation with the post holder, the Headteacher/Line Manager may require a person to take on any additional responsibility as the school develops and/or the need arises.



	General Duties:
· To support and contribute to the Catholic nature of the school as directed by the Headteacher and Governors;
· To share responsibility for the school’s commitment to safeguarding and promoting the welfare of children and young people.


