Admin and Finance Officer
JOB DESCRIPTION

Post :


Admin  and Finance Officer

Grade: 

Scale 6
Hours: 


36 hours per week

Weeks: 

Term Time only (39 weeks plus 1 week holiday working)
Responsible to: 
School Business Manager
Purpose

To provide a high standard of administrative and communication support to the school and, support the School Business Manager in their accountabilities.
Main duties and responsibilities
To maintain an effective system of records for asset management and purchase orders

a) Input weekly all purchase orders on FMS system and follow-up any outstanding orders

b) Check invoices to ensure goods received and follow up any outstanding order not recorded/received
c) Liaise with on-site ICT Technician to ensure asset register is kept up to date
d) Prepare and refer all equipment for disposals to the School Business Manager
e) Collect monies daily for the breakfast club and staff meals at the end of every day in preparation for weekly banking.

f) Record daily breakdown of monies received from receipt book. To be kept along with banking records for clear audit trail

g) To monitor, record and reconcile payments made via ParentPay and inform the School Business Manager of all payments received

h) Input weekly staff attendance onto SIMS

i) Maintain appropriate pupil and staff records, producing information returns and statistics as required
j) Ensure that pupils’ information is processed appropriately, correctly and timely into SIMS.

k) Assist with maintaining up to date Admissions and transfer list including CTFs.
l) Complete monthly staff attendance, salary variations and overtime on the Payroll reporting pack to the local authority in the absence of Business Manager

m) Maintain staff and visitors sign-in on InVentry system. Carry out weekly random checks to ensure all staff and agency staff are signing-in on a daily basis.

Generic Duties
a) Handling telephone enquiries and messages for the school. Be responsible for greeting personal callers, dealing with queries as far as possible and referring them to other staff as necessary
b) To produce word processing documents as required and drafting correspondence when required

c) To be jointly responsible for the weekly collection and receipting of staff dinner monies.

d) To be jointly responsible for the distribution and despatching of daily post and ensuring sufficient stamps available.
e) To assist with specific tasks and offering administrative support to staff as and when required.

f) To weekly display access to the meeting rooms. 

g) To maintain filing systems and undertake filing as required.

h) To ensure that stocks of administrative supplies are maintained and undertake regular stock checks and ordering of supplies when necessary.
i) To maintain databases, distribution lists and other information systems (SIMS)

j) To carry out photocopying as required.

k) To carry out any other duties as may be required from time to time.
l) To have a commitment to the school’s policies and procedures and the ability to understand and implement those policies in relation to the job description.

To uphold the values and behaviours of Plaistow Primary School and show due regard for the School’s safeguarding policy

a. Undertake a professional and personal conversations without undermining others beliefs, cultures and way of life.

b.   Demonstrate a positive and professional attitude at all times towards others.

Equal Opportunities 
a) To implement the Council’s Equal Opportunities Policy and work actively to overcome discrimination on the grounds of race, gender, disability, sexuality or status in the Council’s service.

b) To take responsibility, appropriate to the post for tackling unlawful discrimination amongst all groups in line with the Equalities Act 2010. 

Safeguarding
a) To remain vigilant and do everything possible to protect students and others from abuse of a physical, emotional, sexual, neglectful, financial or institutional nature. This includes an absolute requirement to report to the Headteacher any incident of this nature you witness, hear about or suspect.
 
Health and Safety 
a) In carrying out the tasks in this job description you have a duty (under Health & Safety   legislation) to take reasonable care for the health and safety of yourself and that of others.  This implies taking positive steps to monitor and maintain a safe and secure working environment.  It is expected that whilst maintaining an effective and efficient working environment you will comply with safety rules and procedure and ensure that nothing you do, or fail to do, puts yourself or others at risk.  This includes contributing to a safe and secure environment for the school community.

 

Data Protection
a) When working with computerised systems to be completely aware of responsibilities at all times under the Data protection Act 1998 for the security, accuracy, and significance of personal data held on such systems. 

​​​​​​​​​​​​​​​​​​​​​​​​​​​​​​

The above job description was agreed on (date). It may be reviewed and/or amended at any time but before this happens you will be given appropriate opportunities to discuss any proposed amendments. It will be reviewed as part of the annual performance management process. 

Name of Postholder: 
            …………….…………………………………………

Signed:


………………………………………………………..

Date:



………………………………………………………..
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Admin & Finance Officer

Person Specification
	IMPORTANT INFORMATION FOR APPLICANTS

	The criteria listed in this Person Specification are all essential to the job.  Where the Method of 
Assessment is stated to be the Application Form, your application needs to demonstrate clearly and concisely how you meet each of the criteria, even if other methods of assessment are also shown.  If you do not address these criteria fully, or if we do not consider that you meet them, you will not be shortlisted.  Please give specific examples wherever possible.

“ Plaistow Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment”

Equality and Diversity

We are committed to and champion equality and diversity in all aspects of employment with the 
London Borough of Newham.  All employees are expected to understand and promote our Equality and Diversity Policy in the course of their work.  

 


E = essential                              D= desirable             EB=evidence base;

A= application                            R= reference             I= interview & task

	
	Qualifications and Training
	E
	D
	EB

	1
	Good skills in literacy and numeracy 

(GCSE Grade A – C or equivalent), including accurate spelling, grammar and punctuation 
	· 
	
	A


	
	Experience
	E
	D
	EB

	1
	Three years’ experience of undertaking finance

and administrative tasks in a professional

environment
	
	· 
	A, I & R

	2


	Confident experience of using SIMS.net, SIMS

FMS, Microsoft Office applications, including

setting up spread sheets in Excel and using

basic formula.
	· 
	
	

	3


	Experience of a similar role in a school

setting.
	· 
	
	


	
	Skills and Abilities
	E
	D
	EB

	1


	Ability to communicate effectively with a wide 

range of people in person and over the

telephone.
	· 
	
	A, I & R

	2
	Good Clear Telephone Manner
	· 
	
	

	3


	Ability to work independently as well as

under instruction
	· 
	
	

	4


	Excellent Oral and Written Skills
	· 
	
	

	5
	Ability to adapt to both varying tasks and those of

a routine nature.
	· 
	
	

	6
	Attention to detail and accuracy
	· 
	
	

	7
	Ability to demonstrate initiative
	· 
	
	


	
	Personal Style and Behaviour
	E
	D
	EB

	1


	Be able to work positively with others.
	· 
	
	I & R

	2


	Calm and Confident
	· 
	
	


