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                         Sacred Heart CV Academy
                                   Job Description
             Finance, Premises and HR Administrator
    Part time 22.5 hours per week (term time plus 5 days)

                                          Scale 5 (14.82 per hour). Actual salary is £15,290 pa
                                                     Monday to Friday 8.30am – 1.00pm

                                             Fixed term contract – to December 31st, 2026. 

                                      This post will be reviewed and potentially extended.
Prime objectives

Purpose of Post – The Finance and HR Administrator will be a friendly member of the admin team. The key role is to support the Trust School Business Manager with a range of financial administration tasks and budget support and monitoring. They will seek to ensure standardised processes across finance and HR are compliant, efficient, and effective. There will also be general administrative duties to be undertaken in school.
Supervision received:
From the School Business Manager and Headteacher from whom you will receive training, instructions, and report on the progress of work.
Supervisory Responsibility:

None
Range of Decision Making:

As delegated by the School Business Manager and Headteacher
Duties 
Budget support and monitoring

· Monitor spend against agreed annual budget in conjunction with the Headteacher and School Business Manager.
· Advise SBM when there are areas of overspend and the reasons why these have occurred so that notes can be made on the accounts for audit purposes. 
Generating Income Streams for School

· Identify opportunities to generate income for school including applying for available grants where available.
· Identifying opportunities for school fundraising.
Finance administration 

The jobholder is expected to fulfil the duties listed below. 
· Responsibility for all financial administration tasks at school.
· Resource ordering.

· Renewal of subscriptions and Service Level Agreements.

· Obtaining quotations from suppliers when required.

· Communicating with suppliers to resolve payment issues or reduce costs where possible.

 Use of the finance system (PS Financials) for a range of duties including-
· Entering invoices for payment.
· Completion of BACS runs for payment to suppliers though Lloyds in a timely manner.
· Monthly bank reconciliation and relevant reporting.
· Credit Card reconciliation.
· Generating Sales Invoices.
· Recording all school funding streams within the system.
· Recording of all other school income – dinner money – wrap around care and trip Income in   

           conjunction with the school administrator.
· Ensure that outstanding payments are collected in a timely manner from parents. 
· Maintaining an accurate and detailed financial record system within school.
· Providing documents and records for internal and external audit on an annual basis.
Staffing and HR administration

The range of duties include;
· Recruitment administration – creating and amending recruitment documentation including job descriptions, personal specifications, and job adverts- Uploading to the software school uses to advertise vacancies.
· Managing the recruitment process including obtaining references and other information relevant to starting employment.
· Processing all relevant paperwork with our payroll and contract providers including

           New starter information, notifications of leavers, changes, and amendments to existing
           Contracts.
· Processing overtime payments and payments for casual staff when required.
· Creating and maintaining accurate staff personnel files – manual and electronic.
· Recording of staff absence on our HR Portal SAM people.
· Supporting the Headteacher with Staff absence which will include providing documentation and sickness absence details for return-to-work interviews.

Premises Administration.

To update EVERY system when required with evidence of statutory premises management checks completed by outside agencies including. The site Manager is responsible for scheduling these checks. 

· Monthly Water checks

· TMV annual Servicing

· Legionella annual check
· Boiler Servicing
· Asbestos annual survey
· PAT Testing
· Fire Alarm Servicing
· intruder Alarm Servicing
· Emergency Lighting
· 5 Year Electrical Testing
· Health and Safety Audit - Annual

General Administration

As part of the office team, you will be expected to provide general administrative support

within the school- which will include-
· Communicating with parents and children both face to face and on the telephone.

· Taking online payments from parents using our partner system.
· Supporting staff throughout the school with stock ordering and any other administrative requirements when needed. 
· To enter and update pupil data on the management information system (SIMS).
· Updating CPOMS to record safeguarding and issues of concern involving children.
Personal Qualities and Skills

 Ideally, we are looking for someone who is;
· proficient in technology; able to choose the most appropriate software for the task. 
· Has school finance experience.
· Is numerate and literate. 
· Is well organised with the ability to prioritise working to deadlines and under pressure.
· Is a clear and pro-active communicator.
· Works well as a team player, willing to get involved as much as possible to meet demands.
· Takes initiative to investigate matters which are not immediately obvious.
· Is highly articulate, confident and has a dynamic personality.
· Demonstrates the ability to understand and operate within a school environment.
· Has the ability to work in a way that promotes the safety and wellbeing of children and        

young people.
· Can maintain confidentiality with tact, diplomacy, and discretion.
· Can be flexible with the ability to adapt to changes to work schedules.
· Is confident, self-motivated and proactive.
· Is honest, reliable, resourceful, flexible, punctual, and committed.
This Job Description is written, in the first instance, to describe the above post. However, it may be amended at any time after negotiation with you.


