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Lancasterian Primary School 
A safe and welcoming learning community where:

· we all aim high;

· everyone is included;

· creativity is valued.

Job Description: Senior Administration Officer
Hours: 35 hours per week 
Reporting to: School Business Manager
Scale: 6
CORE PURPOSE:
To support and work alongside the School Business Manager (SBM) in the business operations of Lancasterian Primary School, in particular ensuring that school administration, finances and human resources support our vision to provide an outstanding education for all children.
Duties and Responsibilities
1.) School Administration: providing school administration support for the effective running of the school such that teaching staff are appropriately supported and parents are given clear, timely and effective information. This includes but is not limited to:
· providing high quality customer service to internal and external customers and school stakeholders, including an effective, efficient and approachable front line reception service for parents, school visitors and suppliers
· liaising between managers/teaching staff and support staff

· maintaining the MIS and attendance records
· overseeing the collection and processing of monies for dinners, trips, etc.
· ensuring that the confidentiality of all sensitive and personal pupil and staff data is maintained
· ensuring the efficient maintenance and administration of ICT systems and facilities (such as reprographics, telephones, computer networks, MIS and accounting system software)
· providing admin support for the extended schools provision, ensuring a range of extracurricular activities and breakfast and after school clubs
· ensuring mechanisms are in place to make certain that feedback on school administration and support is collected regularly, analysed, and acted upon 
2.) Financial Management: supporting and working alongside the SBM with the school budget and other accounts, ensuring procedures, policy and reporting requirements are all effectively met and assisting the school in maintaining a healthy financial position.  This includes but is not limited to:
· undertaking a range of financial administration procedures, including procurement and processing and recording invoices and orders in accordance with school systems and policies
· taking an active role in the continued maintenance of the school’s financial systems, ensuring that relevant documentation is kept up-to-date and relevant
· supporting the school to utilise its resources through strategic planning, including consideration of all financial implications
· supporting the SBM in the production of a realistic and balanced budget for school activity
· using the agreed budget to monitor and control performance to achieve value for money 

· highlighting to the SMB where revisions to the budget may be necessary, in response to significant or unforeseen developments 

· providing on-going budgetary information to relevant people
· monitoring and managing stock within an agreed budget, cataloguing resources and undertaking audits as required

· liaising with budget holders to ensure that processes and procedures are adhered to

· supporting the SBM to provide detailed accounts for the head teacher and governors according to an agreed schedule and in preparing the final accounts for the LA

· ensuring that the school to meets SFVS standards, the school’s own scheme of delegation and LA financial procedures
· assisting the SBM with fundraising applications and events for the school

· advising the SBM/head teacher/governors if fraudulent activities are suspected or uncovered 

· seeking and making use of specialist expertise, e.g. accountancy support, the LA & software support providers

3.) Human Resources: providing support in general personnel matters from recruitment to departure.  This includes but is not limited to:

· providing routine advice to school managers and staff on terms and conditions of employment

· maintaining central personnel records, including absences, entering data on school management information system as appropriate

· overseeing payroll administration to make sure that payment and deductions are paid correctly and on time to the right location

· monitoring sickness and all types of staff leave

· effectively posting job advertisements
· ensuring employment clearance for new staff
· compiling and submitting the school workforce census, ensuring all data is collected from all staff in accordance with borough guidelines
4.) Other:
· establishing constructive relationships and communicate with other agencies/professionals
· attending and participating in meetings
· being aware of and complying with, policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person
· being aware of and supporting difference and ensuring equal opportunities for all
· contributing to the overall ethos/work/aims of the school
· assisting and sometimes taking a lead role in arrangements for school events etc.
· participating in training and other learning activities and performance development as required; including the undertaking of training to achieve competences required to operate management information system/finances and the associated hardware and software provided by the local authority in order to undertake responsibilities within the post
· implementing the council’s equal opportunities policy in all aspects of the duties of the post
· undertaking any other duties in line with the basic objectives of the post as required by the head of school
The Senior Administration Officer will be required to work flexibly within the framework of duties and responsibilities specified above and must be willing to work out of hours as required (e.g. for governor meetings). This means that the post holder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities.

Person Specification
	Experience

· Experience of development, management and operation of administrative systems

· Experience in the use of financial systems, processes and software

· Experience in systems and processes related to human resource management
	Essential  

Essential

Essential

	Qualifications

· Good numeracy/literacy skills

· NVQ3 or equivalent qualification or experience in relevant discipline
	Essential

Essential

	Knowledge and Skills

· Effective verbal and listening communications skills

· Effective written communications skills
· IT skills including the ability to operate computerised accounting, spreadsheet and word processing programs at a highly proficient level

· Excellent time management and organisational management skills

· Full working knowledge of relevant policies/codes of practice and relevant legislation

· Ability to relate well to children and adults

· Ability to plan and develop systems

· Ability to identify own training and development needs and co-operate with means to address them.

· Ability to self-evaluate learning needs and actively seek learning opportunities.
· Ability to work independently, taking a lead on projects and activities where necessary.
	Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential

Essential
Essential

	Equality Opportunities
· Commitment to the implementation of the schools equal opportunities and safeguarding policies
	Essential

	Continuing Professional Development

· Willingness to undertake additional training/staff development as appropriate

· Ability to reflect on your own professional practice
	Essential

Essential
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