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Job Title:

   
Finance and Administrative Assistant
Grade:

   
3 
Hours:                      

8:30 – 4:30 

Weeks:                     

Term Time
School:  

   
Harrow Lodge Primary School
Responsible to:      

Headteacher

Line Managed by:   

Office Manager
Main purpose of the job

A Finance and Administrative Assistant is a member of the school’s support staff and is responsible for making sure that all school’s processes, procedures and policies are kept and that they deliver the best possible service to all stakeholders. They are to ensure the provision of a confidential service to the Headteacher and school Governors at all time.
Duties and responsibilities

Finance

Use PS Financials accounting software to perform the following tasks:
· Raise POs (purchase orders)

· Phone or email suppliers to order goods

· Receive goods and print GRNs (goods received notes)

· Process purchase invoices (with & without a PO) 

· Prepare invoices for payment run

· Set up new suppliers

· Deal with supplier order & invoice queries

sQuid
Set up all after school clubs
· Set up all after school clubs

o
Create the club in sQuid

o
Prepare registers

o
Call parents if a pupil is absent from a club

o
Monitor opening & closing of the clubs

· Arranging all trips and offers

o
Send out letters and ParentMail

o
Chase late/non-payment – escalate any payment issues to Office Manager

o
Arrange volunteers and book all travel

· Breakfast Club

o
Set up forms half termly

o
Chase parents for late/non-payment weekly - escalate any payment issues to Office Manager

o
Liaise with breakfast club co-ordinator to ensure all admin is up to date

· Send registration letters to new pupils
· Help parents with sQuid issues
· Keep ParentMail up to date with new and old users and send letters
Website & Social Media
•
Maintain website, ensuring it is always updated

•
Upload weekly newsletter

•
Update weekly attendance

•
Update photos regularly

•
Posts news and activities

•
Manage the school’s Facebook account with messages and photos during work hours
SIMS
•
Set up new academic year

•
Set up pastoral structure

•
Set up new classes

•
Print end of year register

•
Ensure all pupil data is up to date

Inventry
•
Signing out groups of children when on trips

•
Creating events on Inventry for parent’s meetings
General
•
Managing Office, Communication and Sickness email mailboxes when Office Manager not onsite

•
To provide support to teachers on administration, organisation, provision and arrangement of resources

•
Filing 

•
Dealing in a courteous manner with telephone calls of a complex/problematic nature and if necessary redirecting to the appropriate personnel

•
Greeting all visitors i.e. parents, agency and contractors and signing them in

•
Making sure the foyer area is tidy with a supply of forms and letters

•
Ensure compliance with the Trust’s Equal Opportunities in employment policy

•
Ensure compliance with the Data Protection Act

•
Ensure compliance with Health and Safety legislation, Trust and School’s health and safety polices

•
Ensure compliance with appropriate legislation, Trust policies, Standing orders, Financial regulations and other requirements of the trust

•
To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school proactively promoting anti-racist, anti-sexist and anti-discriminatory behaviours in the day to day operation of the job
The duties mentioned above are neither exclusive nor exhaustive and the post holder may be required to carry out other appropriate duties such as may be required by the Headteacher within the grading level of the post and the competency of the post holder.
Appraisal of Performance
· Participate in the annual performance review process 

· Participate in a competence review to determine suitability for progression and/or further development needs

· The postholder is expected to undertake any appropriate training, including recognised professional qualifications, considered necessary to fulfil the role.
Person Specification
	Skills and Personal Attributes
	Essential
	Desirable
	Assessed by

	Ability to communicate and interact effectively with children
	(
	
	Interview & References

	Be able to prioritise workloads and have excellent time management
	(
	
	Application, Interview & References

	Meet the expectations of the school’s governing body and promote the school’s aims and ethos positively
	(
	
	Interview

	Communicate effectively and develop appropriate relationships (both verbally and in writing) at all levels with a variety of audiences e.g. pupils, staff, parents and visitors.
	(
	
	Application, Interview & References

	Promote a positive working environment
	(
	
	Application, Interview & References

	Have enthusiasm, empathy, warmth and a sense of humour
	(
	
	Application & Interview

	Ability to be flexible, adaptable, positive, dedicated and trustworthy
	(
	
	Application & Interview

	Be Knowledgeable and highly competent, being able to produce accurate work, meet deadlines and use initiative.
	(
	
	Application, Interview & References

	Punctual, organised and resourceful.
	(
	
	Interview & References

	Have a  smart appearance
	(
	
	Interview

	Knowledge
	
	
	

	Be confident in the use of SIMs, Excel, Word, email and database programs
	
	(
	Application & Interview

	Knowledge of banking procedures, raising purchase orders and using finance packages
	
	(
	Application & Interview

	The importance of adults as role models and the importance of this for Administration Assistants 
	(
	
	Application & Interview

	Record keeping systems and procedures used within schools such as ParentMail and sQuid
	
	(
	Application & Interview

	The legal implications and restrictions covering the recording of personal information, including the Data Protection Act (GDPR), Children Act and the statementing process.
	(
	
	Interview

	Qualifications and Experience
	
	
	

	English and Maths to GCSE Grade C or higher
	(
	
	Application & Interview 

	Excellent communication skills, both verbal and written

Be numerate and accurate
	(
	
	Application & Interview

	Experience of working in a school and with school management programmes
	
	(
	Application & Interview
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This school is committed to safeguarding and promoting the welfare of children and young people. Everybody who works for the school is expected to share and promote this commitment and to have, or acquire, the relevant abilities, skills and knowledge to carry it out.

