Whitehall Primary School
Finance Assistant and Office Administrator

[bookmark: _GoBack]
	Role:
	Finance and Office Assistant

	Grade:
	Scale 4 to 5

	Reporting to:
	School Business Manager and Headteacher



Main purpose of the job:

Under the direction of the School Business Manager (SBM), to assist in the provision of a comprehensive financial support service to the school by undertaking a range of financial, administrative and clerical support functions. The role will be based in the main office and includes providing day-to-day office support, answering the phones and liaising with staff, parents and pupils.

To ensure financial procedures are in line with the principles of sound financial control and compliance with statutory requirements and deadlines from the SBM / Headteacher / Governing Body, Local Authority and Department for Education and other agencies. 

To contribute to the overall ethos, work and aims of the school.

Key Duties and Responsibilities

Office

To undertake general office duties, including filing, photocopying, attending to visitors/parents at the main reception desk etc. to assist in the efficient operation of the school. To process food orders for breakfast and after-school clubs. Receiving deliveries and assisting contractors as required.

To support the Deputy Headteacher and Welfare Officer with maintaining up-to-date medical and allergen records, updating Meditracker and Arbor with details of any medication that needs to be administered in school. This involves working closely with parents and the school nurse.

Finance

To assist with the operation and maintenance of the school’s manual and computerised financial systems these include FMS, ParentPay, Arbor and Waltham Forest Traded Services. To update financial records and assist in the production of financial information and reports for the School Business Manager and Headteacher.

To assist with the procurement of educational materials, equipment and services as required, having regard to value for money and ensuring that the most competitive prices are obtained for the school.

Finance and Ledger

· Income & Banking: record all incoming cash, cheques and online payments (clubs. Prepare monthly credit card and bank reconciliations. To check income paid via the ParentPay system and record in FMS.
· Petty Cash: Maintain and reconcile the school’s petty cash float, ensuring strict adherence to financial regulations. Post expenses in FMS.
· Invoicing: match delivery notes to invoices, enter invoices onto FMS and prepare BACS payment runs.
· Purchase Orders: process / issue authorized purchase orders and send to suppliers.
· Payroll: reconciling and posting monthly payroll file in FMS.
· Suppliers: authorise and set up new suppliers in FMS.

Month-End, Year-End and Reconciliations

· Bank Reconciliations: perform monthly bank reconciliations for the school bank accounts
· Credit Card: reconcile school credit card against receipts and card statement.
· Creditors and debtors: review aged creditor and aged debtors. Ensure that debtors are raised as required and debt collection is done monthly. Manage outstanding purchase orders all on a monthly basis.
· VAT Return: process monthly VAT return.
· Audit Readiness: maintain clear, organized digital and physical financial filing systems to ensure a robust audit trail for the local authority.

The above-mentioned duties are neither exclusive nor exhaustive and the post holder may be required to carry out such other appropriate duties as may be required by the School Business Manager or Headteacher.

General Responsibilities

Demonstrating professional personal behaviour, positive relationships and attitudes towards pupils and staff, and towards parents, governors and members of the local community.

Developing effective relationships with colleagues to improve academic and social outcomes for all pupils.

Developing and sustaining a broad, up-to-date knowledge and understanding of education financial legislation and school systems locally, nationally and globally.

Participating in all relevant training and learning activities, as required.

Responsibility for the safeguarding of children in the school.

To comply with, and assist with the development of, policies and procedures and report all concerns to an appropriate person in respect of Safeguarding, Health & Safety, Security, Confidentiality, Data Protection and Finance. 

Ensure that the school’s administrative systems contribute to the school’s commitment to equality of access to opportunities to learn and develop for all pupils.

Undertake these duties within agreed school objectives, policies and procedures and promote the Council’s Equal Opportunities Policy.
	
	
	



