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	JOB TITLE           
	FINANCE AND HR ADMINISTRATION APPRENTICE

	GRADE
	£4.05 -£7.50 per hour (depending on age)
	JE CODE
	Unique


	JOB PURPOSE

Under the direction/instruction of senior staff provide a wide range of clerical and administrative support for Finance and Human Resources, including covering the Pupil Services desk.




	KEY TASKS – Financial Administration


	1.
	To assist the Finance Assistant in the administration and collection of fees, e.g. school meals, music tuition, school trips, and uniform sales.



	2.

	Under the direction of the Finance Assistant, help maintain an efficient filing system for all financial data.  


	3.
	Under the direction of the Finance Assistant, assist in monitor statements received from suppliers and investigate queries accordingly.


	4.
	To assist the Finance and HR Administrators with routine tasks associated with payroll, such as inputting timesheets and ensuring correctly completed forms are sent to the payroll suppliers by their required deadlines.


	5.
	To support the administration of school trips, e.g. coach / hotel bookings


	6.


	To support the Finance Assistant in management of the school shop.

	7.


	To issue orders for goods and services and allocate to the relevant department codes.

	8.
	To process invoices in accordance with agreed procedures and regulations and ensure relevant goods and services are received and forward for authorisation.


	9.
	Under the direction of the Finance Assistant, deal with all deliveries of goods received to the school and ensure these are checked correctly and delivered to the correct department


	10.
	To assist with raising invoices, monitoring payments and outstanding debts.

	KEY TASKS – HR & Recruitment


	11.
	Under the direction of the HR Administrator, assist in the school recruitment procedures, including collating job applications; assisting in organising interview days; booking rooms; etc.


	12.
	Under the direction of the HR Administrator, assist in management of staff personnel files, ensuring correct paperwork is held.


	13.


	Under the direction of the HR Administrator, undertake the efficient and accurate preparation, input and maintenance of information and data into the personnel systems operated by the School in accordance with agreed procedures and regulations.


	14.


	Under the direction of the HR Administrator, undertake administrative duties in connection with personnel changes.


	KEY TASKS – Administration / Pupil Services


	15.


	To word process letters/documents and produce spreadsheets as and when requested by the Finance & HR Administrators


	16.
	To deal with internal and external queries, including personal, telephone or postal requests.


	17.
	Under direction of the Finance Manager and Attendance Manager operate the pupil services desk, dealing with late pupils and students leaving school early.



	18.
	Deal with pupil and parent queries throughout the day, i.e. timetable prints; passing messages to pupils/staff from parents, etc.


	
	


	STANDARD DUTIES


	1.


	To understand the importance of inclusion, equality and diversity, both when working with pupils and with colleagues, and to promote equal opportunities for all.



	2.


	To uphold and promote the values and the ethos of the school.

	3.


	To implement and uphold the policies, procedures and codes of practice of the School, including relating to customer care, finance, data protection, ICT, health & safety, anti-bullying and safeguarding/child protection.



	4.


	To take a pro-active approach to health and safety, working with others in the school to minimise and mitigate potential hazards and risks, and actively contribute to the security of the school, e.g. challenging a stranger on the premises.



	5.
	To participate and engage with workplace learning and development opportunities, subject to the school’s training plan, working to continually improve own performance and that of the team/school.



	6.
	To attend and participate in relevant meetings as appropriate.



	7.
	To undertake any other additional duties commensurate with the grade of the post. 




	CONTACTS

Pupils, staff, parents, carers and guardians, and visitors to the school.



	RELATIONSHIP TO OTHER POSTS IN THE DEPARTMENT



	Responsible to:


	Finance & HR Manager

	Responsible for:


	Not applicable


	SPECIAL CONDITIONS 

CRB Disclosure required – Enhanced



	
	DATE
	NAME
	POST TITLE

	PREPARED


	
	
	

	REVIEWED


	
	
	

	REVIEWED


	
	
	


PERSON SPECIFICATION

Job Title: Finance and HR Apprentice Administrator
	
	Selection Criteria

Essential
	Selection Criteria

Desirable
	How Assessed

	Education & Qualifications
	Sufficient Literacy and Numeracy skills 

GCSE’s A-C in Maths, English and ICT (or equivalent)
	
	AF

AF



	Experience
	Experience of working in a team 


	Experience of working in a finance / HR environment


	AF /I



	Skills & Abilities
	Ability to use IT applications 

Good communication and interpersonal skills

Good written and oral communication skills

Willing to learn new skills

Well organised, reliable and punctual

Ability to work to deadlines

Ability to work accurately and follow instructions and procedures

Work flexibly as part of a team and meet the needs of the service

Be enthusiastic, positive and committed to providing excellent customer care

Ability to complete the relevant apprenticeship qualification and to attend college 1 day per week

to undertake the studying and coursework required to complete the course

Adopt the culture and behaviours of the school

	
	AF / I

AF / I

AF / I

AF / I

AF / I 

AF / I 

AF / I
AF / I

AF / I

AF / I
AF / I


	Work circumstances
	To work occasionally out of hours work to support school functions
Committed to personal development

	
	AF / I


Abbreviations: AF = Application Form; I = Interview.
N.B. – Any candidate with a disability who meets the 

essential criteria will be guaranteed an interview
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