Francis Barber PRU

Administration & Organisation – Grade: 4 Scale: 7
39 weeks per year 21 hours per week
Part Time Finance Administrator
Line Managed by: the School Business Manager
To provide administration and development of the systems to ensure smooth running of the finances:

· Supporting with financial administration
· Curriculum and administrative support including data analysis and printing of reports

· Administration of the Exams and AQA unit award scheme programme

· Administrating the rewards process and the school vouchers
The Finance Administrator will be responsible for supporting the School Business Manager in the day to day operation of the PRU and providing education for pupils at Francis Barber.

Working Pattern:


· Term Time Only (TTO) 

· 21 hours per week.

Pay Points:


· 7 to 10
Method of Payment:


· Monthly (15th)

JOB DESCRIPTION
1. Financial management

· Support the School Business Manager by taking responsibility for the

overview of the Budget ensuring value for money
· Monitor and evaluate the financial systems

· On receiving invoices ensure that all procedures have been followed by other members of staff and that Purchase Order forms have been completed correctly, giving support when necessary

· Ensure that invoices are paid in good time

· Check all payments on the on-line payment finance system are correct
· Cheque preparation and control

· Bank reconciliation

· Collect and bank cash taken for pupil lunches
· Provide information for audit inspections

· Organise the purchase of equipment and fittings

· Monitor existing contracts and Service Level Agreements to ensure best value at all times
· Organise and prepare Francis Barber invoices for charging in a timely manner and follow up to ensure payment is received
2. Public Examinations
· Under the direction of the School Business Manager, support in the administration for all GCSE and Vocational examinations
· Attend training and read guidance produced by the examination boards in 


order to follow correct procedures
· Support the School Business Manager in updating the centre’s examination policies
· Support the School Business Manager with the submission of official entries and registrations for qualifications
· Inform pupils and parents of individual exam timetables
· Support the School Business Manager in maintaining the security of all examination materials
· Ensure that exam rooms are prepared as required by the awarding bodies 

· Assist with the distribution and collection of exam papers and materials 
· Administrate the AQA unit award scheme programme - keeping staff regularly updated with student numbers, submitting claims, issuing certificates and providing half termly updates to leaders of Teaching and Learning 

3. Administration and Personnel

We are a small team and as such all the administrative staff support and cover for each other as required.

· Coordinate the business parking permits for all staff

· Support with any staff administrative forms as directed by the School Business Manager, Administration Manager and Heads Team 

· Cover reception duties as required

4. Responsibilities
· To be fully aware of and understand the duties and responsibilities arising from the Children Act 2004 and Working Together in relation to child protection and safeguarding children and young people as this applies to the worker’s role within the organisation
· To also be fully aware of the principles of safeguarding as they apply to 
vulnerable adults in relation to the worker’s role
To ensure that the worker’s line manager is made aware and kept fully 
informed of any concerns which the worker may have in relation to safeguarding and/or child protection

· Undertake other such duties as may be required by the LEA in pursuit of its statutory obligations and other such reasonable duties as may be delegated by the Headteacher.
· To hold the role of a first aider, completing the course if necessary
Francis Barber PRU is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.

PERSONAL SPECIFICATION

1. EXPERIENCE


· Experience of development, management and operation of administrative systems

· Experience of working with young people in an educational setting
2. QUALIFICATIONS


· NVQ 3 or equivalent qualification or experience in relevant discipline

· Very good numeracy and literacy skills 

· GCSE Grade C or above in English and Maths

3. KNOWLEDGE AND SKILLS


· Effective use of ICT and other specialist equipment/resources

· Full working knowledge of relevant polices and codes of practice and awareness of relevant legislation

· Very good ICT skills

· Ability to relate well to children and adults

· Work constructively as part of a team, understanding school roles and responsibilities and your own position within these

· Ability to self-evaluate learning needs and actively seek learning opportunities

· Ability to develop equal opportunities and inclusion for all pupils 

