Job Description Admin Assistant Scale 4[image: ]
	Job Description

	
Post Title               School Administrative and Finance Assistant         Grade: Scale 4 Point 12
Responsible to:     Headteacher                                                                                
Responsible for:  Administrative and finance duties and supporting central trust functions
Functional links with    Four Rivers Multi Academy Trust                                                                                       

	Main purpose of the job
To provide an efficient and effective financial, administrative and clerical support service for the
 Headteacher and staff of the school.  

	Major Duties and Responsibilities:    
1. Finance & Statistical returns
2. Administrative Responsibilities
3. Organising school office
4. Administrative support


	Job Activities: [Describe job activities and outline how, when and where the activity is done]
Finance 
1. To monitor expenditure and process invoices for payment.
2. To bank all school income and to ensure all income is accurately accounted for.
3. To raise orders, negotiate with suppliers and ensure best value for the school.
4. To receive and distribute supplies.
5. To support the School Business Manager in maintaining records for audit and to prepare for audit visits.
6. To support in the preparation of budgets.
7. To reconcile school trip payments against class lists and to chase late payments.
8. To assist, when required, in the preparation of budgetary and forecasting estimates.
9. To support the school leadership team in their work and provide them with the necessary information, as required.

Administrative 
1. To word process and produce school documentation as required.
2. To deal with enquires, answering telephone and relaying messages to staff and students.
3. To support the front desk at peak times.
4. To contribute to updating and maintaining the school’s computerised information systems including updating staff data records.
5. To maintain efficient filing, indexing and internal correspondence systems.
6. To deal with all confidential matters with tact and discretion.
7. To assist with the organisation of school trips, including getting quotes and booking coaches. 
8. To be responsible for maintaining sufficient stock of basic classroom resources and stationery. To undertake photocopying, filing and general office duties.
9. To provide cover for the front desk as required.

Security 

1. Control access to the school in line with the school’s safeguarding procedures, including signing-in visitors, checking identification as necessary, issuing passes and notifying them of safeguarding and safety procedures.
2. Be alert to unknown individuals on the school premises and report any concerns in line with the school’s procedures.

Written communication
1. Write and send email responses that are professional and uphold the school’s vision and values.
2. Update and distribute online and offline communications (e.g. letters, newsletters, social media posts etc.) to parents, staff and other stakeholders.
3. Assist with marketing and promoting the school.

Practice
1. Ensure that all students, adults and visitors are treated with dignity and respect, in an environment which reflects the importance of and their right to be treated as valuable worthwhile individuals.  
2. Ensure every step necessary to ensure that students are protected from neglect, abuse and exploitation.  
3. Maintain strict confidentiality. 

Continuous Professional Development
1. Assume responsibility for own professional and personal development. 
2. Maintain a high level of competence to deliver the organisation’s requirements. 
3. Ensure a robust and thorough working knowledge of fire regulations, H&S, children’s safeguarding and all relevant regulatory and legal requirements impacting on the organisation and services. 
4. Attend and participate in supervision 
5. Undertake relevant mandatory training. 

Safeguarding

1. Ensure that the Safeguarding Policy is always followed.
2. Report any safeguarding concerns to the Designated Safeguarding Lead/Head Teacher.  
3. Ensure that any safeguarding concerns are reported and followed-up without any undue delay
Additional Responsibilities
The above job description forms part of your main terms and conditions of employment, although does not include or define all tasks. The organisation reserves the right to vary duties and responsibilities at any time.
Equal Opportunities
Norbury Hall Primary School supports Equal Opportunities in employment and opposes all forms of unlawful discrimination on all grounds. 

	Signed by:                                                             Post holder:
Line manager:                                    Date:
Job Assessor (If required)
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