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	Directorate:
	Children’s Services
	School:
	Willow Tree Primary School


	Job details
	

	Job title:
	Finance and Administration Officer

	Grade:
	2C 

	Location of work:
	Willow Tree Primary School

	Directly responsible to:
	Headteacher 

	Directly responsible for:
	Assisting the School Business Manager in the provision of administration and financial processes and support the Head teacher, Governors and Staff


	Hours of duty:
	25 hours per week

	Primary purpose of the job:
	Finance – all under the guidance of the School Business Manager
To play an active role in the day to day financial running of the school with the School Business Manager, including:
Raising and processing Purchase Orders for suppliers using Arbor Finance, including placing orders online or over the phone 
Processing invoices and credit notes on Arbor Finance 
Processing the regular BACS run on Arbor Finance
Completing the monthly return for the school accountant
Ensure correct budget coding and accurate financial recording on Arbor Finance
Supporting year-end financial procedures
Maintaining secure financial filing systems including document retention and disposal in line with school policy
Raising charges for parents on parent pay and processing the income for school fund and parent pay
To maintain school meal entitlements, sending timely reminders and effectively addressing any arrears.
Be the first point of contact for parents with payment queries and effectively maintain pupils’ lunch accounts via the cashless system
Be proactive in encouraging parents to use the on-line payment system (Parentpay) for meals, trips, clubs, milk etc
To receive and bank other income (budget and school fund) including trip contributions, milk money, donations etc
Reconcile trips income and produce reports
Administration
To comply with Data Protection and confidentiality policies at all times
To operate the school’s computer based administrative systems
To comply with Data Protection and confidentiality policies at all times
Update and maintain meal arrangements for pupils, in particular free school meal entitlement. Working supportively with parents to complete free school meals applications on-line.
To administer the clerical systems of the school on behalf of the Head and Governing Body
To play a key role in the effective communication between school, parents, wider community, including drafting letters.
To effectively and securely operate the schools’ computer based administrative including using pupil data bases, Word, Excel, internet and email
To fully utilise the Arbor MIS and Arbor Finance packages
To keep abreast of new developments
This school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

	Post ref no:
	

	Main duties and responsibilities/accountabilities

	Communication
· Receiving and escorting visitors with a warm welcome
· Assist in maintaining security at the main entrance by ensuring all visitors sign in
· To handle enquiries and co-ordinate any action if required in partnership with the School Business Manager
· To be able to work alone using own initiative as well as being part of the team
· To promote the positive team spirit within school
· To support the confidence building for all children
Administration
· To ensure all detailed administrative procedures are followed
· To operate the school’s computer based administrative systems
· To maintain pupil records using approved databases including admission, attendance and data returns
· To ensure backups and use of security for all computer packages
· To comply with Data Protection and confidentiality policies at all times
· Administer course applications for teachers
· Update and maintain meal arrangements for pupils, in particular free school meal entitlement. Working supportively with parents to complete free school meals applications on-line.
· To monitor, control and order the school stationery and classroom resources, prepare and maintain records inventories and audits of school equipment when required.
· To provide data and statistical returns
· To support in the planning of trips by booking transport, paying venue costs and ordering packed lunches
· Assist in arranging supply cover
· Assist in the maintenance of the Asset Register
· To take a lead role in training and supervising admin staff in using the online Parentpay system
Finance 
· To raise orders
· To organise the distribution of goods
· Process invoices against orders and pay via BACS
· Monthly returns to the Accountant, VAT, bank statements etc
· Maintain accurate financial records
· Assist in financial year end procedures
· Reconcile trips income to produce analysis reports for governors
General 
· Liaise with the Headteacher, Deputy Headteacher, School Business Manager and Admin Team to ensure the School Office runs efficiently
· Be aware of and support difference and ensure equal opportunities for all
· Contribute to the overall ethos / work / aims of the School
· Establish constructive relationships and communicate with other agencies / professionals
· Attend and participate in regular meetings
· Some supervision duties 
· Participate in training and other learning activities and performance development as required
· The post holder must carry out their duties with full regard to the City Council’s Equal Opportunities, Health and Safety and Community Strategy policies.
· To contribute and demonstrate a commitment to the City Council’s Crime and Disorder Reduction Strategy.
· To undertake any other such duties that are reasonably commensurate with the level of this post


	
	Review arrangements
	

	
	The details contained in this job description reflect the content of the job at the date it was prepared.  It should be remembered, however, that it is inevitable that over time, the nature of individual jobs will change, existing duties may no longer be required and other duties may be gained without changing the general nature of the duties or the level of responsibility entailed.  Consequently, the council will expect to revise this job description from time to time and will consult with the post holder at the appropriate time.
	


Date job description prepared/revised:
September 2026

Prepared/revised by:



Elaine Patton/Jason Hughes
Agreed job description signed by holder:
