Valley School

Admin/Finance Support Officer          JOB DESCRIPTION
	POST: Special School – Admin/Finance Support Officer. 
PAY SCALE: Scale 3 -    15 hours per week across 2.5 days, term time only. 

Post Reports to: Business Manager/Headteacher

	Main Purpose of job: 

To help provide a comprehensive, efficient and effective financial, administrative and clerical support service for the Business Manager, Head and staff of the school.

	Summary of responsibilities and personal duties (with support from the School Business Manager) :

KEY AREAS

A. FINANCE 

1. To ensure proper collection, reconciliation and banking of monies received by the school in accordance with financial regulation and procedure 

2. Assist in maintaining and reconciling the various school bank accounts

3. To process, using the school Financial Management System, requests for services and goods from suppliers. To chase progress of orders 

4. To process external invoices and cheque payments

5. To produce internal invoices in relation to school meals and school lettings.

6. To produce finance reports as required including those required for the school audits 

7. To process petty cash receipts  

8. To monitor and maintain stocks of school uniform and office supplies

9. To update and maintain the schools asset register spreadsheet

B. ADMINISTRATION

1. To act as a point of contact for visitors, staff, pupils, parents, carers, outside agencies and other stakeholders. Providing advice, information, and assistance where possible either over the telephone or face to face. To provide hospitality for visitors as necessary.

2. To provide administrative, clerical and financial support to the Head, Business Manager and staff. This will include maintenance of records, written and electronic, origination of letters, photocopying, scanning and phone calls. 

3. To help to arrange for supply cover in the event of staff absence, authorising teacher supply with the LA supply bureau

4. To administer school registration procedures in line with statutory requirements

5. Preparation of daily school meal numbers (staff and children) for school caterers

6. To oversee the pupil enrolment and leaver’s procedures, to add to and maintain pupil and staff databases on SIMS. To maintain lists and registers ensuring records are accurate and up to date. To produce reports, lists, information and data as required.

7. To complete statutory census returns to the LA along with other weekly and monthly returns such as staff variation sheets and sickness absence and insurance returns

8. To assist in the routine administrative arrangements in relation to the recruitment and interviewing of applicants for appointments

9. To support the Headteacher in maintaining and monitoring staff information, including absences and staff training, staff car insurance details if applicable 

10. To keep updated, school prospectuses, parent packs, staff induction booklets
11. To ensure security procedures are followed when people enter and exit the school.

12. To keep abreast of modern administrative procedures and IT systems which could improve the efficiency and effectiveness of the organisation. To attend training as necessary. 
13. To stand in for the Business Manager in her absence and to be prepared to develop and learn the necessary skills in order to do so.
14. To undertake such other duties related to the work of the school appropriate to the post as may be assigned by the Head.

15. To be aware of and comply with policies and procedures relating to child protection, safeguarding, health and safety, confidentiality and data protection.

16. To maintain complete confidentiality at all times.



	JOB DESCRIPTION AGREED BY:

Postholder...............................................................

Head.......................................................................

Date........................................................................

	To be renewed annually.


