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Job Description

	Job Title:
	FINANCE / ADMIN OFFICER

	Reports To:
	SCHOOL BUSINESS MANAGER 

	Role Summary:
The Finance / Admin Officer is responsible for:

· Assisting the School Business Manager with all aspects of the development and effective operation of the finance function of the school

· Assisting the School Business Manager with operating and monitoring all school accounts and budgets, ensuring the safe receipt and handling of cash and the reconciliation of transactions

· Co-ordinating and completing administrative routines relating to orders, invoices, cheques, receipt and distribution of goods and services

· Undertaking general office, reception and administrative duties as required

The specific nature and balance of these responsibilities will vary according to the needs of the school and the priorities of the School Development Plan, and may be shared.



	Key Tasks and Activities:

Duties & Responsibilities

· Main duties and responsibilities are indicated below. Other duties of an appropriate level and nature may also be required, as directed by the Head Teacher.

Operational

· To establish and maintain good relationships with all pupils, parents/carers, colleagues, suppliers and contractors

· To provide efficient finance and administration assistance to School Business Manager

· To assist in maintaining and updating information held on school databases in particular those relating to finance.

· To assist in transferring data safely when database systems are introduced and / or changed

· To assist in the setting up and maintaining of archive files and historical data 

· To assist in the collection, entry and extraction of data required to complete statutory returnsTo process orders ensuring sufficient funds are available 
· beforehand, receive delivered goods and deal with invoices

· To ensure the safe receipt, handling and banking of monies and cheques received

· To receive, record and bank school trip monies received from pupils/parents/carers

· To provide assistance to staff with regard to finance issues e.g. placing and following up orders

· To liaise with suppliers, contractors, other schools and organisations, budget holders and attend to queries as required by Line Manager

· To assist in the establishment of a list of approved contractors and suppliers to ensure best value

· To assist Line Manager in the co-ordination of the annual audit

· To report technical faults relating to the school database system/s and equipment to the ICT Technician/s following school reporting procedures

Administrative 
· To ensure that all administrative duties, checks and documentation are completed to the required level of accuracy including returns and reports

· To process, input and extract data held on the school’s database systems 

· To maintain both manual and computerised record and filing systems in line with audit requirements such as authorised signatories list, invoices, petty cash vouchers, cheque books

· Organising school trips and all paperwork relevant to school journeys

· To deal with correspondence promptly and as required including distribution of invoices received, communication received from suppliers, contractors and the bank

General 
· To attend school events as required 

· To assist in school emergencies as required, including locating relevant staff, contacting emergency services and completing necessary documentation.

· To attend relevant meetings and training sessions

· parents and to provide positive responses to concerns and problems regarding their children’s educations and wellbeing. 

· Assist in liaison with other educational establishments in order to promote the continuity of learning, progression and curriculum developments. 

· Develop and maintain positive links and relationships with the community, local organisations and employers.
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