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		           Headteacher: Mr Sam Birnage                                                  Edington Road
Witney
Oxon
0X28 5FZ
www.westwitneyprimaryschool.co.uk
office.2601@west-witney.oxon.sch.uk
01993 706 249
	Job Description


Role: Finance and Admissions Officer 
Salary: Grade 8, SCP 18, £31,537 FTE (pro rata amount approx. £12,900)
Hours: 18 hours per week, Term time only
Contract type: Part time, permanent
Reporting to: School Business Manager
	Job Purpose



The Finance and Admissions Officer is responsible for handling the financial administration for the school. Working closely with the School Business Manager (SBM), to be responsible for undertaking administrative, financial and admission processes within the school.  
	Accountabilities



West Witney Primary School and Nursery is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.
General
Under the direction of the SBM, support with financial matters in school, to ensure the school’s successful financial performance 
Take all decisions in line with the vision and values of the school, and encourage others to do the same
Contribute to the planning, development and organisation of support service systems, procedures and policies
Welcome visitors, deal with parents’ questions and requests, handle queries on the phone or email
Financial management
Comply with financial reporting requirements and support with statutory returns
Oversee school bank accounts, ensuring money is banked, orders are raised, invoices are paid promptly, money owed is collected, and clear records are kept
Raise customer invoices for school lettings
Process the school credit card transactions
Support the effective and efficient operation of the school’s finances 
Analyse and evaluate data/information and produce reports/information/data as required
Admissions
To be responsible for the admissions process for the school, including Nursery and Reception intake and leavers
Prepare and distribute welcome packs for new children
Maintain the Nursery Portal so that funded hours are correctly recorded


Administration
Keep records in accordance with the school’s record retention schedule and data protection law, ensuring information security and confidentiality at all times 
Provide administrative support as required for the headteacher and governing body

The Finance and Admissions Officer will be required to safeguard and promote the welfare of children and young people, and follow school policies and the staff code of conduct.
Please note that this list of duties is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the Finance and Admissions Officer will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the Headteacher.

	Person Specification



	CRITERIA
	QUALITIES

	Qualifications 
and training
	GCSE in English and Maths
NVQ 3 or equivalent qualification or experience in relevant discipline
Excellent numeracy/literacy skills 


	Experience
	Finance and/or Administration Experience
Ability to use IT packages including word processing, spreadsheets and presentation software 
Working with children or young people (desirable)
Data protection experience
Working and collaborating in a team

	Skills and knowledge
	Knowledge of financial administration
Effective communication and interpersonal skills
Ability to build effective working relationships with staff and other stakeholders
Understanding of data protection and confidentiality 
Excellent attention to detail
Understanding of safeguarding

	Personal qualities
	Commitment to promoting the ethos and values of the school and getting the best outcomes for all pupils
Commitment to acting with integrity, honesty, loyalty and fairness to safeguard the assets, financial probity and reputation of the school
Ability to work under pressure and prioritise effectively
Commitment to maintaining confidentiality at all times
Commitment to safeguarding and equality
Embraces change well and remains optimistic 




	General Requirements


All School staff are expected to:
• Work towards and support the School vision and the current School objectives outlined in the School Development Plan.
• Support and contribute to the School’s responsibility for safeguarding students.
• Work within the School’s health and safety policy to ensure a safe working environment for staff, students and visitors.
• Maintain high professional standards of attendance, punctuality, appearance, conduct and positive, courteous relations with students, parents and colleagues.
• Engage actively in the performance review process.
• Undertake any other reasonable duties required that are related to the job purpose from time to time. 
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If you need this letter in a different format, like a printed copy, large print or another language, please contact the school office.
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