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	CITY of SHEFFIELD

JOB DESCRIPTION

	CHILDREN AND YOUNG PEOPLE’S DIRECTORATE
	This authority / school is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment

	SCHOOL
	

	POST TITLE
	FINANCE AND ADMINISTRATION OFFICER/PA TO HEADTEACHER

	ROLE PROFILE
	OS3S

	JOB NUMBER
	SCH/AC/OS/020b

	GRADE
	6

	RESPONSIBLE TO
	HEADTEACHER

	RESPONSIBLE FOR
	TO BE RESPONSIBLE FOR ALL THE BUDGET-RELATED FINANCES OF THE SCHOOL INCLUDING MONITORING OF BUDGET SPENDING, REPORTING AND COST CONTROL AND ALL ADMINISTRATIVE/HR SYSTEMS WITHIN THE SCHOOL

TO  PROVIDE SUPPORT TO THE HEADTEACHER

	HOLIDAY AND SICKNESS COVER
	OTHER SUPPORT STAFF

	PURPOSE OF JOB
	TO PROVIDE EFFICIENT AND EFFECTIVE ADMINISTRATIVE AND FINANCIAL SYSTEMS WITHIN THE SCHOOL AND TO PROVIDE PA SUPPORT TO THE HEAD AND DEPUTY HEAD TEACHER OF THE SCHOOL AND SERVICE

	RELEVANT QUALIFICATIONS
	NVQ LEVEL 4 OR EQUIVALENT QUALIFICATION OR EXPERIENCE IN RELEVANT DISCIPLINE

EXCELLENT NUMERACY/LITERACY SKILLS 




	JOB DESCRIPTION FOR POST OF:-  FINANCE,ADMIN & CLERICAL/ PA TO HEADTEACHER

	

	SPECIFIC DUTIES AND RESPONSIBILITIES


The postholder must at all times carry out his/her duties and responsibilities within the spirit of City Council and School Policies and within the framework of the Education Act 2002, and School Standards and Framework Act 1998 with particular regard to the statutory responsibilities of the Governing Bodies of Schools.

MAIN DUTIES AND RESPONSIBILITIES

	1 TASKS



	Organisation

· Take a lead role in planning, development, design, organisation and monitoring of support systems/procedures/policies

Administration

· Take lead role in the development and maintenance of record/information systems

· Provide detailed analysis and evaluation of data/ and produce detailed reports/information as required

· Produce, and respond to, complex correspondence

· Provide organisational and complex advisory personal support to other staff - 

· Provide organisational and complex advisory support to the Governing Body 
· Manage complex administrative procedures 

· Be responsible for completion and submission of complex forms, returns etc., including those to outside agencies e.g. DCSF
· Manage the administration of Payroll system including liaison with the provider.
· Be responsible for maintaining the school inventory 

· To act as confidential personal assistant providing secretarial I clerical support to the Headteacher, deal with the Head teacher’s correspondence, appointments and diary.
· To receive visitors and callers and arrange hospitality.

· To collect and record appropriate statistics.

· Preparation of documentation and planning for governors’ meetings if required

· To word process recruitment documentation, which may include adverts, letters to candidates, reference requests and to record interest in advertised posts
· Completion of staff absence returns - Form 95, Form 95A and internal cumulative absence monitoring sheet and liaise with the Bursar
· Maintain pupil SIMS data base system and attend ongoing training

Resources

· Undertake research and obtain information to inform decisions

· Manage school licences and insurance

· To administer and monitor the school budget which is managed by the Governing Body and the Headteacher of the school.

·  To prepare for and attend the budget setting meeting.

· To monitor and advise on the school’s financial resources. 

· To prepare appropriate documents for the Headteacher, sub-committees, full Governing body, auditors and LEA as required. 

· Provide advice and guidance to staff and others on complex issues 

· To liaise with LEA regarding budget requirements

· To process and review orders, maintain records and stock control.
· To monitor and review school chequebook computerised system including payment of invoices, maintenance of summaries and returns and petty cash procedures.
· To operate computerised systems in respect of budget input and support monthly/quarterly returns to the LEA. To undertake further training for the same.

· To liaise with suppliers and contractors, e.g. cleaning, grounds maintenance, Sheffield Care Trust 
· To liaise with the Bursary Service with respect to staff grades and costing of salaries. Advise Headteacher as appropriate
· To be responsible for ensuring that Planning and Premises quotations and other resource quotations are instigated and completed by liaising with the suppliers and informing the Headteacher.
· To be responsible for maintaining the ‘Single Central Record’ in compliance  with safeguarding regulations  to ensure  safe recruitment of staff both teaching and non teaching


	2 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 ensure equal opportunities for all

· Contribute to the overall ethos/work/aims of the school

· Develop constructive relationships and communicate with other agencies/professionals

· Share expertise and skills with others

· 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


Any other duties and responsibilities appropriate to the grade and role
All the above duties and responsibilities to be carried out in accordance with Sheffield City Council’s Policies, Standing Orders and current legislation with an emphasis on Customer Care, Equal Opportunities, Data Protection and Health and Safety.
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