Job Description: School Finance and Administration Assistant
Job Title: School Finance and Administration Assistant
Reports to: School Business Manager / Headteacher
Contract Type: Term-time only, Monday to Friday 9.30am -2pm (22.5 hours per week)

Purpose of the Role
To provide effective financial, administrative, and operational support to ensure the smooth day-to-day running of the school. The role combines finance duties with general administrative support, ICT coordination, and front office responsibilities.

Key Responsibilities
Finance Administration
· Process procurement activities including raising orders, obtaining quotes, and ensuring best value in line with school procedures.
· Manage ordering, invoicing, and payments in accordance with financial regulations and internal procedures.
· Accurately record financial transactions on the school’s finance system.
· Record and monitor all income streams including trips, clubs, nursery fees, breakfast club, and other school activities.
· Reconcile receipts, payments, and trip income, ensuring accurate records are maintained.
· Administer and reconcile school credit card transactions.
· Issue invoices for nursery fees and breakfast club provision and monitor payments and outstanding balances.
· Support budget monitoring by maintaining accurate financial records and reporting discrepancies.

Trips & Income Administration
· Record and reconcile payments for school trips and activities.
· Maintain accurate financial tracking of trip income and expenditure.

Extended Services & Clubs
· Organise extra-curricular clubs on a termly basis, including scheduling, bookings, and communication with parents and staff.
· Maintain registers and payment records where applicable.

Nursery Funding
· Complete and submit nursery funding returns to the Local Authority (LA) accurately and within deadlines.
· Maintain accurate records of funded hours and eligibility.

ICT & Systems Support
· Liaise with external ICT support providers to resolve technical issues.
· Provide first-line support for minor ICT issues within the school.
· Assist in maintaining user accounts, logins, and system access for staff.
· Organise ID badges, login credentials, and onboarding administration for new staff.

Website & Social Media
· Update and maintain the school website, ensuring content is accurate and compliant.
· Support the management of school social media channels, posting updates and promoting school activities in line with school policy.

Premises & Facilities Liaison
· Liaise with the Premises Manager regarding maintenance, health and safety issues, and site-related concerns.
· Report faults and track completion of works as required.

Reception & Administration
· Provide reception cover when required, including greeting visitors, answering calls, and handling enquiries.
· Provide lunch cover for the School Office Administrator.
· Ensure visitor safeguarding procedures are followed at all times.

Medical & First Aid
· Administer first aid to pupils and staff when required (training provided if necessary).
· Maintain accurate records of incidents and treatment administered.

Filing & Records Management
· Maintain organised filing systems (electronic and paper-based).
· Archive documents securely in line with GDPR and retention policies.
· Ensure confidentiality and accuracy of all records.

General Duties
· Provide administrative support to leadership and wider staff.
· Ensure compliance with financial regulations, safeguarding, and data protection requirements.
· Undertake any other duties appropriate to the post.

Person Specification
Essential
· Experience in financial administration and/or school administration.
· Strong numerical and organisational skills.
· High level of accuracy and attention to detail.
· Good IT skills, including Microsoft Office, Arbor or other MIS and finance systems (or willingness to learn).
· Strong communication and interpersonal skills.
· Ability to work independently and manage competing priorities.
Desirable
· Experience working in a school environment.
· Knowledge of school finance systems (Access for Education).
· Familiarity with nursery funding processes.
· First aid qualification.
· Experience managing websites or social media.

Safeguarding Statement
This role is subject to enhanced DBS checks and satisfactory references. The school is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.
