

JOB DESCRIPTION
Finance Assistant/Receptionist
Grade:  Scale 6
Purpose of the Job

Responsible under the guidance of the School Business Manager for undertaking administrative, financial and organisational processes within the school.  
Tasks

1. ORGANISATION


· Deal with complex reception and visitor matters

· Contribute to the planning, development and organisation of support service systems, procedures and policies

· Assist in the recruitment, supervision, training and development of other support staff

2. ADMINISTRATION 


· Manage manual and computerised records and information systems i.e. SIMS/FMS and Schoolcomms
· Analyse and evaluate data and information and produce reports, information and data as required

· Provide personal – administrative and organisational support to the SBM
· Provide administrative and organisational support to the Governing Body

· Undertake administration of complex procedures 

· Complete and submit complex forms, returns etc., including those to outside agencies e.g. DfE, LA

· Undertake the administration of payroll matters

· Undertake the administration of human resources matters including contracts of employment

3. RESOURCES
· Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required
· Provide Finance Assistance to the School Business Manager

· To attend Governors Resources meetings as and when required
· Provide advice and guidance to staff, pupils and others
· Maintain an internal process for order requests from budget holders which have been authorised by AHT before processing the order with confirmation that sufficient budget is available.

· To assist other staff members with regard purchasing and invoicing goods for the school

· Agree ledger coding with SBM to ensure payments out and income received is appropriately recorded against the correct cost centres and ledger codes
· Check goods received match the order

· To assist with the year-end processes and preparation of the bi-annual audit
· Undertake research and obtain information to inform decisions

· Assist with procurement and sponsorship

· Assist with marketing and promotion of the school

· Manage administration of facilities including use of school premises

· Undertake complex financial administration procedures

· Assist with the planning, monitoring and evaluation of budget

· Manage expenditure within an agreed budget
· Maintain adequate records as directed for audit and compliance requirements
4. RESPONSIBILITIES


· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person

· Be aware of and support difference and ensure equal opportunities for all

· Contribute to the overall ethos, work and aims of the school

· Establish constructive relationships and communicate with other agencies and professionals

· Attend and participate in regular meetings

· Participate in training and other learning activities and performance development as required

· Recognise own strengths and areas of expertise and use these to advise and support others

· 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

PERSON SPECIFICATION
1. EXPERIENCE


· Experience of development, management and operation of administrative systems

2. QUALIFICATIONS


· GCSE standard of education including Maths and English or equivalent qualification or experience in relevant discipline
· Previous experience of working within a finance environment, preferably education

· Excellent numeracy and literacy skills
· Working knowledge of Microsoft Office including Excel, Word, Power point and Outlook 

3. KNOWLEDGE, SKILLS, QUALITIES AND ATTRIBUTES
· Effective use of ICT and other specialist equipment/resources
· Knowledge/experience of MIS systems including SIMS/FMS and Schoolcomms
· 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
· Good organisational and managerial skills

· Demonstrate a ‘can do’ attitude and is adaptable to change with a positive, decisive and enthusiastic attitude

· To have a polite, friendly, professional, respectful and flexible approach to work and be customer focused

· Takes quick and effective action to meet the demanding workloads and commitments

· Understanding and respect for confidentiality in relation to all issues connected with this role

· Ability to maintain high standards of accuracy and have a calm methodical approach to work delivering a high-quality service whilst under pressure

· To be reliable, punctual and have excellent attendance
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