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  JOB DESCRIPTION 

	Post Title:

	Finance & HR Administrator
(36 hours per week / 52 weeks)
	Grade : 
	[bookmark: _heading=h.30j0zll]Bexley 051 

	Responsible to: 

	Business & Finance Manager / CFO

	Responsible for:

	N/A

	Main purpose of the job:


	· To provide accurate and efficient financial and administrative support to the Finance Team and HR Team as required.
· To support general administrative tasks in relation to the Central Trust functions.
· To process financial, payroll and staff information accurately, helping to ensure records are complete and that financial, payroll and HR deadlines are met.
· To liaise professionally with internal and external stakeholders, including auditors and service providers.
· To support compliance with the Trust’s financial procedures and regulations.
· To assist with specific projects as required.



	Duties and Responsibilities:


	
· Process purchase orders, invoices and bank payments accurately on the Trust’s finance management system, ensuring that financial procedures are followed.
· Arrange authorisation of invoices and, where required, prepare payment runs.
· Liaise with budget holders regarding suppliers, quotations and pricing.
· Ensure relevant requisitions are entered on the finance system for authorisation and payment.
· Maintain accurate records and supporting documentation for all credit card transactions.
· Process petty cash claims and obtain appropriate evidence for staff reimbursements when required.
· Raise sales invoices and follow up outstanding debt as required.
· Maintain trip income and expenditure records and liaise with office staff and trip leads to monitor payments and help ensure amounts due are collected before trips take place.
· Maintain accurate and up-to-date financial records to provide a clear audit trail for all transactions.
· Assist with specific projects and value-for-money exercises as required.
· Obtain quotations and prepare information to support value-for-money comparisons.
· Where required, provide accurate information to the Trust’s payroll and pension service providers, including new starter details, contractual or personal changes, additional payments, pension information and leaver details.
· Check staff timesheets carefully to confirm hours claimed are correct and appropriately authorised.
· Provide general administrative support within the Finance & HR team, including scanning, record keeping and filing.
· Work flexibly as part of the wider team to support the varied operational needs of the school and Trust.
· Support the Central Administration Team with general office, reception and administrative duties during busy periods as required.
· Establish and maintain effective professional relationships with colleagues, students, parents/carers, suppliers, contractors and outside agencies.
· Participate in school events when required and contribute positively to the wider life of the school.


Whole-school organisation, strategy and development  

· Make a positive contribution to the wider life and ethos of the school.
· Promote the values and vision of the school and Trust through professional behaviour and effective communication with colleagues, parents, pupils and other stakeholders.

Health, safety and management of risk 

· Promote the safety and wellbeing of pupils.
· Maintain a safe, tidy and well-ordered working environment, taking responsibility for own working area and other areas used in the school.

Professional development

· Participate actively in the school’s appraisal procedures.
· Engage in the coaching ethos of the Trust and contribute to professional development dialogue that supports improvement across the school and Trust.
· Participate in relevant training and development to improve professional practice.
· Support the professional development of colleagues where appropriate to the role.
· Engage with evidence-based practice and continuous improvement within the scope of the role.

Communication

· Communicate effectively with pupils, parents and carers and build positive working relationships.
· Use appropriate direct communication to promote open and constructive dialogue where possible.
· Respond to emails within the directed timescale or within 48 hours where no timescale is specified.

Working with colleagues and other relevant professionals

· Collaborate effectively with colleagues and other relevant professionals within and beyond the school.
· Develop and maintain effective professional relationships with colleagues.
· Participate in relevant working groups and meetings as required.

Personal and professional conduct
· Have proper and professional regard for the ethos, policies and practices of the school and model these through behaviour and communication in line with the Staff Handbook.
· Maintain high standards of attendance and punctuality.
· Understand and act within the statutory frameworks relevant to the role and its professional responsibilities.
· Ensure external communications requiring formal approval are authorised by the line manager in accordance with Trust procedures.


	Other areas of responsibility


	
· Undertake other duties appropriate to the grade and nature of the role, as reasonably directed by the Head Teacher or line manager.


	Signed by:

	Post holder:
	Date:

	
	Line Manager:

	Date:

	Last review date 
	July 2026


	Next review date
	July 2027




Please note: this is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks that the postholder will carry out. The postholder may be required to do other duties appropriate to the level of the role, as directed by the headteacher or line manager. This job description may be amended at any time in consultation with the postholder.
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PERSON SPECIFICATION    

	Qualifications and experience  


	
· Minimum of 5 GCSEs at Grade 5 or above, including English and Maths, or equivalent qualifications.
· Evidence of commitment to professional development or further training.


	Skills and knowledge 


	
· Strong financial aptitude and confidence working with numerical information.
· Experience of, or the ability to learn, finance systems and processes such as purchase ledger, invoicing, payments and reconciliations.
· Good ICT skills, including confident use of Microsoft Excel and other Microsoft 365 applications.
· Strong customer service and interpersonal skills.
· Confident and professional written and verbal communication skills.
· Excellent attention to detail and accuracy.
· Good organisational and time management skills, with the ability to prioritise competing deadlines.
· Understanding of confidentiality and the secure handling of financial, payroll and staff information.
· Knowledge of guidance and requirements relating to safeguarding children.


	Personal qualities 


	
· A commitment to achieving the best outcomes for the school and Trust.
· A confident, professional and approachable communication style.
· High expectations of self and others.
· A positive, outward-facing attitude and willingness to embrace new initiatives and learn new skills.
· Ability to work under pressure and prioritise effectively.
· Commitment to maintaining confidentiality at all times.
· Commitment to safeguarding.
· Active commitment to equality, diversity and inclusion, demonstrated through practice and language.
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