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LONDON BOROUGH OF NEWHAM

Title of Job: SCITTELS Administration Manager (Finance and Partnership) Grade: PO1 – PO2
Department: Education

JOB SPECIFICATION

PERSON REPORTS TO: 
Strategic Manager
Overall Purpose of Job

To assist the Accounting Officer for SCITTELS with the organisation’s ITT responsibilities.

EQUAL OPPORTUNITIES: 

The School has a strong commitment to achieving equality of opportunities in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

DUTIES AND RESPONSIBILITIES:

1. To organise the provision of an efficient and effective financial  administrative services to SCITTELS 
2. To provide financial control systems and management of budgets ensuring effective monitoring and reporting, providing the Accounting Officer, chair of SCITTELS Group Board with financial monitoring information 
3. To co-ordinate the financial administration of all Stakeholders associated with SCITTELS and ensuring there are efficient systems for record keeping, monitoring usage and financial control.

4. To prepare for and lead financial audits and respond to audit reports and create manageable systems.

5. To maintain and supply all goods and stationery required by SCITTELS.

6. To be responsible for the enrolment of all  trainees teachers in line with  SCITTELS policy and University of Goldsmiths requirements 
7. To develop administrative and finance systems that respond to the changing needs of SCITTELS.

Key Tasks and Accountabilities

This is not an exhaustive list of all tasks that may fall to the post-holder and employees will be expected to carry out such other reasonable duties which may be required from time to time.

1. Responsible for the administration, management and monitoring of the tuition fees of trainees.

2. Managing and monitoring of bursary
3. Liaising with auditors to ensure annual monitoring is carried out.
4. Prepare all supporting information for the annual audit and liaise with external auditors as necessary.

5. Completing Annual Audit reports and submission to National College for Teaching and Learning. 
6. Monitoring and interpreting cash flows and analysing financial performance and predicting future trends.

7. Preparing management accounts SCITTELS each term showing the financial position compared against budget.

8. Attending Group Board Meetings to present the management accounts.

9. Preparing the annual budget in consultation with the Financial Consultant and Strategic Manager.

10. Checking qualifications and identity documents of trainees for eligibility checks for interviews and bursaries. 

11. Liaising with trainees / Student Finance England regarding tuition fee payments queries.

12. Liaising with the National College for Teaching & Learning for any queries regarding income expected to be received by SCITTELS and partnership schools.

13. Manage the SCITTELS asset register.
14. Entering personal and placement details of all trainees onto the NCTL Data Management System. 

15. Checking updates from Higher Education Institute and Student Loan Agency and keep tutors and trainees informed.

16. Maintaining the organisation’s Sage accounting software, including maintaining the sales and purchase ledgers, entering cash transactions, maintaining customer and supplier records, maintaining all necessary reconciliations and that unusual items and variances are investigated.

17. Checking and processing invoices, ensuring appropriate authorisation, timing and despatch of payments 

18. Creating and sending invoices to customers. 

19. Reconciling supplier and customer statements and deal with outstanding invoice enquiries.

20. Assisting with completion of the monthly reconciliation of SCITTELS bank accounts.

21. Implementing corporate governance procedures, risk management and internal controls as required.

Partnership Administrator

1. Ensuring all partnership schools have received and signed the partnership agreement.

2. Ensuring that school based tutors (SBTs) are invited for the next SBT Training, collating the number of attendees and dealing with any queries.

3 Maintaining the partnership database with details of SBTs, Professional Tutors (PTs), placement schools, and trainees placed in the schools.

4 Completing and assisting with the completion of required forms to the Department for Education, the National College of Teaching and Leadership and other relevant bodies.

5 Welcoming all visitors and stakeholders in a professional and hospitable manner
6 Send out references in responses to reference requests from employers

7 Ensuring Health and Safety guidelines are followed in all administrative aspects.

8 To be flexible to the needs of the school and SCITTELS as determined by the Accounting Officer.

To liaise with the Partnership Tutor on the above
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