LINDLEY JUNIOR SCHOOL
FINANCE & ADMINISTRATIVE OFFICER JOB DESCRIPTION

JOB TITLE: 		Finance & Administrative Officer 
RESPONSIBLE TO: 	Head Teacher, 
REPORTS TO: 		Office Manager
[bookmark: _GoBack]HOURS OF WORK: 	8.00am – 4.00pm Monday to Thursday, 8.00am – 3.30pm on a Friday -  37 hours per week during term time only and Inset Days.

PURPOSE OF POST 
To assist the Office Manager and the Head Teacher to ensure the smooth running of the financial and administrative services of the school. There are a variety of administrative, financial and business support duties that may form part of your job; it will be expected that you deal appropriately with information which may be sensitive or confidential. 

Key Areas 
· To undertake all administrative tasks related to ParentPay, school meals and visits.
· To assist with routine budget monitoring.
· To assist with collecting and balancing cash income.
· To contribute to accurate calculations, data input and information management as required for schools’ computerised systems.
· To take responsibility for all tasks in relation to stationery and stock control for the school.
· To be responsible for the issue and processing of all school orders, checking progress and storing all stock. 
· To assist with the development of management information systems, and improve and maintain existing systems.
· To be responsible for storing information and ensuring the back up and safety of system.

Reception
· To deal courteously and efficiently with all visitors to the school, telephone calls and staff/pupil enquiries at reception.
· To ensure an efficient visitor signing-in system.
· Take and relay messages for staff and pupils, assessing when an urgent response is required.
· To provide first-aid as appropriate to adults and pupils; to administer medication to pupils in line with medication policy
· To keep the reception area orderly, tidy and safe.
· Distribute all incoming mail and parcel deliveries and ensure the sending out of outgoing mail.

Administration
· To prepare and maintain both manual and computerised pupil records including admission, attendance, absence, registration and transfer i.e. Arbor
· To organise the administration and security of the school’s computer system, including password allocation, information storage and backup systems.
· To report any equipment or buildings maintenance problems, arrange for repairs, monitor progress and liaise with appropriate members of staff e.g. Caretaker.
· To contact external technicians in the event of a breakdown of machinery, ensure the correct maintenance has taken place and maintain service records.
· To arrange in consultation with teaching staff transportation, insurance and other related matters linked to educational visits.
	

Clerical
		
· To react appropriately to queries and complaints.
· To maintain and update filing and information systems.
· To input data onto the school management computer system as required.
· To assist with year-end procedures.
· To undertake photocopying tasks and associated duties.
· To provide, as required, confidential secretarial services and essential clerical support to the Head Teacher and Senior Leadership Team.
· To receive, manage and send electronic mail as required.
· To undertake administrative duties connected with the planning and organisation of school events.

General 
The above list is not exclusive or exhaustive, and the school may require the job holder to undertake duties commensurate with the level of the role. 

As part of your wider duties and responsibilities you are required to promote and actively support the School’s responsibilities towards safeguarding. Safeguarding is about keeping people safe and protecting people from harm, neglect, abuse and injury. It is about creating safe places, being vigilant and doing something about any concerns you might have. It isn’t just about the very old and the very young, it is about everyone who may be vulnerable. 

You will be expected to carry out your duties in line with the School’s policies, procedures and relevant legislation. You will be made aware of these in your appointment letter, contract of employment, induction, ongoing performance management and development and through School communications. 
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