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	Directorate:
	Children’s Services
	School:
	Lewis Street Primary School


	Job details
	

	Job title:
	Finance and Administration Officer

	Grade:
	2C pt 

	Location of work:
	Lewis Street Primary School

	Directly responsible to:
	Executive Headteacher and Executive School Business Manager

	Directly responsible for:
	Provision of finance and administration support to the Executive Head teacher, Governors and Staff


	Hours of duty:
	

	Primary purpose of the job:
	To play an active role in the day-to-day financial running of the school.  
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

	Main duties and responsibilities/accountabilities

	Finance 
· To manage and monitor the school budget throughout the year 
· To input quarterly tranche and prepare VAT returns
· To maintain bank records and reconciliation including school cheque books
· To monitor and accurately record all transactions in relation to school trips, milk, breadsticks, breakfast club and 
· To collect and bank money for the above as and when required
· To maintain records relating to school capitation
· Ordering of goods and paying invoices
· To input and retrieve financial data via the school computer facilities
· To prepare the year end information in partnership with the School Business Manager
· To prepare and present necessary financial information and attend the Governors Finance Sub Committee meetings
· To assist Governors with the completion of SFVS 
· To liaise with the school accountant as and when required
· To ensure that the school meets all statutory and legal requirements concerning information and financial management and liaise with auditors and external organisations/agencies
· Liaise with and provide information for auditors as necessary and implement and recommendations
· Work with the school staff to ensure that trips are well organised and planned with agreed deadlines
· being met
· Support the school staff to complete the trip costing overview 
· Documentation updated so that the cost of the trip can be tracked 
· Manage all finances and budget linked to the Year 6 residential 
Administration

	· To provide support to the School Business Manager in relation to Health & Safety, HR and Governance as and when required.

	General /Other
· To ensure equal opportunities for all
· To establish effective working relationships with external bodies as necessary
· Contribute to the overall ethos / work aims of the school
· Attend and participate in regular meetings
· 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: Sara Roberts
Agreed job description signed by holder:
