05 February 2019

REDBORNE SCHOOL AND COMMUNITY COLLEGE

JOB DESCRIPTION



JOB TITLE:

Finance & Payroll Administrator


HOURS:
30 hours per week (term time only) plus training days plus an additional 5 days to be worked during the Easter and summer holidays

RESPONSIBLE TO:
Headteacher


LINE MANAGER: 

Senior Finance Administrator 


JOB PURPOSE:

To assist the Senior Finance Administrator with the 





processing of the school’s finances

MAIN DUTIES AND RESPONSIBILITIES

A. Payroll

1. To maintain an accurate record of salary information for all staff on payroll software (SAGE)
2. To set up all new employees in SAGE, process changes in pay as notified and process all leavers.

3. To check and process approved monthly timesheets.

4. To process and prepare the monthly payroll for approval by the Business Manager. 
5. To process the payment file and upload to the bank to ensure payments are in staff bank accounts on the due date. 
6. Maintain up to date information on both teachers and support staff salary scales.
7. To notify the Senior Finance Administrator of pension changes to ensure contributions are deducted at the correct rate.
B.   School Fund

1. To manage the School Fund and provide a monthly reconciled report for the Business Manager.
2. To provide advice to trip organisers about the financial aspect of a school trip.
3. To liaise with parents/students on finance matters – payments for trips, bounced cheques, payments of student bursaries – both in person and by telephone.

4. To manage budgets for school trips in the school fund account to ensure all monies are received in full and by due date. To make trip organisers are aware of any potential shortfall.
5. To maintain accurate and complete records of all income and expenditure within the School Fund, working at all times in accordance with the school’s agreed financial procedures.

6. To carry out monthly reconciliation of bank statements and year end procedures for School Fund Account.

7. To work with the Finance assistant to reconcile online transactions via Wisepay for trips and uniform with the Private Fund Manager software.
C. Finance office

1. To produce data and reports on financial matters as required. 

2. To be holder of key and combination of 2 x safes in accounts office.

3. To provide cover for Senior Finance Administrator and Finance Assistant in absences/sickness.
4. To word process items related to financial matters for the accounts department.

OTHER DUTIES AND RESPONSIBILITIES:

1.
To comply with Redborne’s commitment to safeguarding and promoting the welfare of children and young people.
2.
To maintain confidentiality at all times in respect of school-related matters and to 
prevent disclosure of confidential and sensitive information.

3.
To undertake any other duties of a similar level and responsibility as may be required.










