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Job Description: Finance Admin Assistant
	Job title:
	Finance Admin Assistant

	Pay scale:
	Band 3  Points 6-11

	Location of work:
	Urmston Primary School

	Directly responsible to:
	The Headteacher 

	Hours of duty:
	Full Time 36.25 Hours per week (9.00 – 4.45 with 30 mins lunch) 
for 39 weeks per year (term time + Inset days)

	Core Purpose 

	The Job Holder will work on a varied range of tasks and will be responsible for co-ordinating, monitoring and organising administrative/clerical or financial systems and procedures for the school. There may be a requirement to provide support and guidance to other members of staff and be able to deal with correspondence or enquiries and co-ordinating, monitoring and managing administrative/clerical activities or financial processes. To support the Office Manager with Finance processes and HR administration in the school, including management of personnel records, the administration of staff recruitment and payroll administration.

	Key Tasks and responsibilities

Finance/Administrative 

· Undertake other administrative support duties, such as reception duties, filing, answering the telephone and processing incoming and outgoing post, provide general clerical and administrative support, including word processing, minute taking, filing routine correspondence, distributing mail etc. 
· Responsible for school administrative activities including administration of financial processes and administration relating to school facilities including lettings and income. 
· Routine financial administration, including petty cash, postage, banking etc. 
· Contributing to the planning, development and delivery of support services and procedures. 
· Maintenance of manual and computerised records. 
· Work with the Business Manager to monitor monthly budgets and advising senior staff on variances. 
· Maintaining stock and ordering supplies, including the processing of orders, check of incoming deliveries, obtaining prices from occasional suppliers, arranging for payment of invoices and the distribution and storage of stock. 
· Production of regular management information, including financial data and assist in the production of reports for the school team. 
· To carry out all financial administration in accordance with appropriate LA and school financial regulations and policies.


Reception 
• To be a point of contact for both telephone and face to face enquiries and take messages where appropriate. 
• To ensure school security arrangements are always complied with, including the issue of visitor’s badges and signing of the visitor’s book. 
• To accept and sign for deliveries as appropriate. 
• To provide hospitality for visitors to the school. 
• To carry out such duties which reasonably correspond with the general character of the post and are commensurate with the level of responsibility.
• Participate in training and other learning activities and performance development as required.
• To recognise own strengths and areas of expertise and use these to support and advise others
Clerical 
• Make up, maintain and distribute registers as necessary. 
[bookmark: OLE_LINK5][bookmark: OLE_LINK6]• To undertake clerical duties arising from school meals provision. 
• To be responsible for the preparation and maintenance of the manual and computerised pupil data records. 
• To assist with the monitoring and maintenance of stock and order supplies as necessary. 
• To provide general clerical support as required. 
• To undertake filing and photocopying as required, including the basic maintenance of the photocopier. 
• To undertake word processing as required. 
• Updating and using texting / email service as necessary. 
Welfare 
[bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: OLE_LINK11]• To administer first aid and medicine to pupils as required, in keeping with the school’s policy and order first aid supplies as necessary. 
• To liaise with parents regarding pupils’ sickness/injury. 
• To assist with visits from the school nurse, dentist etc. 
• To assist with the general welfare of pupils. 

	Standard Duties:
Treat all users of the school with courtesy and consideration and present a positive personal image which will contribute to a welcoming school environment.
To actively promote the equality and diversity agenda in the workplace and in service delivery.
To be familiar with customer care, health and safety and child protection policies of the school.
To participate in self- improvement through workplace development.
To maintain confidentiality in all matters.

	The duties may be varied to meet changed circumstances in a manner compatible with the post held, at the reasonable direction of the Head Teacher. 
This job description does not form part of the contract of employment. It describes the way in which the post holder is expected and required to perform and complete the particular duties as set out above. 
Signed……………………………………………… Post-holder……………………..……. Date ……………………………      
  Signed  …………………………..……………… Headteacher…………….……………. Date ……………………….
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