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                             SOUTHMEAD PRIMARY SCHOOL

BUSINESS and FINANCE SUPPORT OFFICER
JOB DESCRIPTION 

Job Summary

To provide an efficient general office and reception function for the school. Assist the Business Manager and with all aspects of the development and effective operation of the finance function within the School. 

Hours of Work
With immediate effect: 8.30am – 4.30pm Tuesday to Friday, Term time plus one week during the school holidays – to be agreed.  
Grade:  Scale 4, 
Pay Points:
SCP 7-11 Salary: 24,274 – 26,076 FTE


Method of Payment:


· Monthly (15th)


Annual Leave:

· The annual leave year is the 12 month period beginning 1 April each year.
· For TTO staff an allowance is made in the TTO notional pay and hours calculation for annual leave                     

         and 8 Bank Holidays.  Leave is taken during school closure periods.

Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 


Revised annual leave entitlement from 1 September 2011 (if adopted by the Governing Body)

	Grouping by SCP and Grade
	Entitlement in working days

	Spinal Column Point
	Grade
	Less than 5 years local government service
	More than 5 years local government service

	1-11
	Scales 2, 3 and 4


	24
	28


Included in the above entitlement is one concessionary day applicable to employees in post on 25th December which may be taken during the Christmas period, plus the two former extra-statutory days. 

Main Duties and Responsibilities

Key Duties

· To be a first point of contact for enquiries and visitors to the school, in person and over the telephone.
· To ensure that the front office offers a professional reception service.
· Process orders ensuring sufficient funds are available beforehand, receive delivered goods and process invoices.
· Provide assistance to staff with regard to financial issues, for example, placing and following up orders, advising on best value, providing details of alternative suppliers. 
· Liaise with suppliers, contractors, other schools and organisations, budget holders and attend to queries as required by their Line Manager

· To assist with the collection (cashless and cash) and recording of income for school meals, school trips and extended school activities.

· Provide administrative support to teachers and members of the Senior Leadership Team as required.
· To be responsible for organising and preparing for meetings, for example setting up rooms and arranging refreshments.

· To provide administrative support to the Bursar as required.

· To liaise with the Friends of Southmead School (FOSS) processing payments and allocating funds received and production of reports for the Bursar and FOSS.

· Filing and Archiving of financial records ensuring that they are securely stored and disposed of according to the legislation and best practice within the GDPR.

General Duties

· Ensure the reception area and waiting areas are tidy and welcoming environment.

· For parents who do not speak English as their 1st language, to arrange interpreters.  
· Ensure that all visitors sign into the school and the security of the school is maintained at all times.

· Responsible for opening, sorting and the distribution of all incoming post, and to dispatch outgoing correspondence.

· Provide general clerical duties for example, photocopying, filing, emailing, completing routine forms and responding to routine correspondence.

· Undertake word-processing, typing and other IT based tasks including the production of letters, reports and schedules.

· Monitor and maintain adequate supplies of stationery and offices resources.

· Attend regular staff meetings, team briefings, training courses and INSET days as required. 

· Be aware of and comply with policies relating to child protection, health and safety, confidentiality and data protection and reporting any concerns to the nominated individual.  

· Contribute to the overall work and ethos of the school.  

· Work closely with the Bursar and Office Manager and provide cover as circumstances dictate and as directed.

· This job description is intended to be a broad outline of duties and is not intended to be exhaustive.  The post-holder will be expected to take on other duties and responsibilities commensurate with the grade of the post as directed by the Office Manager or Headteacher
PERSON SPECIFICATION
	Qualifications and Training 

	Microsoft Office Products (Word, Excel, Outlook, Powerpoint etc) 
	Essential
	Application form / interview exercise

	English and Maths (GCSE / O’Level)
	Essential
	Application form 

	Knowledge of SIMs & FMS, and ParentMail 
	Highly Desirable 
	Application form / interview

	Experience and Job Related Knowledge 

	Experience of working in an office environment
	Essential 
	Application form / interview 

	Experience of working in a customer / client focussed environment
	Essential
	Application form / interview 

	Good communication & interpersonal skills 
	Essential 
	Interview 

	Experience of establishing effective working relationships 
	Essential
	Interview / References 

	Commitment to equality of opportunity 
	Essential 
	Interview 

	Commitment to continuing professional development
	Essential 
	Application form / interview 

	Experience of working in an educational setting
	Desirable 
	Application form / Interview

	Personal / Qualities / Skills

	The ability to work independently and as part of a team 
	Essential
	Interview / references 

	Demonstrate a good level of written and oral skills 
	Essential 
	Application form / interview 

	To have excellent communication skills 
	Essential 
	Interview 

	Excellent record of attendance and timekeeping 
	Essential 
	Reference 

	Maintain confidentiality 
	Essential
	Interview

	Excellent interpersonal skills
	Essential
	References/interview

	Proven literacy, numeracy and communication skills including being able to respond appropriately to staff, governors, pupils, outside agencies and the Local Authority.
	Essential
	Reference /interview


