[image: ][image: ]JOB DESCRIPTION

	POST TITLE: FINANCE AND ADMINISTRATION MANAGER (JUNIOR ACADEMIES)

	OVERALL PURPOSE OF THE POST

	The post-holder will undertake a dual role; they will co-ordinate and contributing to all aspects of efficient and effective finance, administration and reception services for Thurcroft Junior Academy.  They will also be responsible for overseeing the finance and administrative functions of all junior academies in the trust, acting as line manager and main point of contact for the Finance and Administration Officers/Receptionists in each academy, providing advice, guidance and training as appropriate. 

	MAIN DUTIES AND RESPONSIBILITIES

	THURCROFT JUNIOR ACADEMY

Administration
To co-ordinate and undertake a variety of general administrative duties as required by the academy and which will include:
· Line manager a receptionist/administrator/apprentice who will work closely with the post-holder
· Updating and maintaining academy records which may include registers, pupil database etc., and using records to prepare statutory returns such as the school census, workforce census etc.
· Accurately maintain the Single Central Record, to include details of all safeguarding checks on staff, contractors, regular visitors etc.
· Contact parents/carers by letter/telephone/text etc. to provide information relating to the academy or individual pupils 
· Receiving visitors, parents/carers, contractors, delivery personnel etc. – ensuring relevant safety and security procedures are adhered to at all times (i.e., signing in/out system, issuing ID badges, ensuring visitors are escorted etc.)
· Reception duties, to include handling incoming and outgoing telephone calls, and efficiently and accurately relaying information, messages etc. 
· To respond appropriately to pupil enquiries as required

Finance
To co-ordinate and undertake a variety of duties which contributes to the finance processes within the academy and wider trust, which will include:
· Responsibility for the efficient collection, checking, balancing, banking, recording of all monies
· Efficient purchasing, ordering, receipt and processing of invoices for materials, goods and services for the academy
· Operate petty cash in line with academy/trust regulations
· Use relevant software as directed by the trust finance team
· Liaise with relevant ACET colleagues to ensure the academy is compliant and working in line with the rest of the trust
· Assist in ordering of goods and services used by the academy in accordance with financial regulations 
· Complete relevant documentation in respect of educational visits

ACET (trust-wide)
· Working with the central finance team, ensure junior academies are compliant with ACET policies and practices, and appropriate legislation and financial regulations
· Support the central finance team with the preparation of budgets for junior academies, and monitor budgets throughout the year
· Take the lead role in all aspects of junior academy administration, providing advice, guidance, training, and support to administrative staff, as well as providing quality assurance
· Ensure junior academies comply with statutory returns, e.g. school census, workforce census etc.
· Provide cover for other junior academies in the case of staff absence etc. (within a reasonable distance from home)

GENERAL DUTIES AND RESPONSIBILITIES
· To appropriately maintain the confidentiality of the working environment 
· Promote the aims of the academy
· Support and maintain a positive working environment between colleagues across the academy
· To undertake training as required
· To be familiar and comply with all relevant Health and Safety, Management of Risk, Operational, Personal, Data Protection and Financial Regulations policies and procedures
· To ensure duties and responsibilities are carried out in a safe manner and safe working practices are adopted, in accordance with the Health and Safety at Work Act, 1974
· To understand and comply with procedures for the emergency evacuation of the academy
· The post holder will be expected to work in a flexible manner undertaking any reasonable duties commensurate within the range and grade of the post, or indeed lesser duties as directed and whether detailed within this profile or not, but as required by the Academy to enable students to achieve and reach their full potential.  This is an outline job profile only to indicate the general purpose and level of responsibility of the post. Duties may vary from time to time without changing the character of the post or general level of responsibility.

The role is based at Thurcroft Junior Academy but may, on occasion, involve working at other locations in the trust.

	OTHER

	All ACET staff are expected to:
· Appropriately maintain the confidentiality of the working environment;
· Promote and support the aims, ethos and vision of the academy/trust;
· To comply with all ACET policies and procedures;
· To comply with all statutory guidance as relevant for their role, including the Health and Safety at Work Act 1974;
· Work in a flexible manner, undertaking any reasonable duties commensurate with the salary and grade of the post.
· Work in other ACET academies, as required (with travel payment if appropriate).

The purpose of this job profile is provide an overview of the duties and responsibilities involved in this role, however it is not intended to be exhaustive. In consultation with the post holder, this profile may be reviewed and could be subject to change during the course of employment.



ACET is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.
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