ROSEACRE JUNIOR SCHOOL

Job Specification for Finance Assistant/Office Administrator

To Whom 

Responsible:
The Headteacher and Governing Body of Roseacre Junior School 

1. Office Based Responsibilities

· Deal with telephone and reception enquiries

· Registering pupils leaving and arriving at premises, other than normal times

· Work closely with office staff to ensure smooth running of the office.

· Check e-mails and action as necessary

· Sending out information/homework 

· Arranging meetings between staff and parents

· Various tasks connected to after school clubs

2. School Accounts

· Placing orders raised by staff and authorised by headteacher and then logging on system.

· Ordering staff room photocopy paper

· Matching invoices to orders

· Labelling and coding invoices before passing to Headteacher

· Processing authorised cheque remittances

· Producing and updating Excel spreadsheets to record some trip payments

· School subscriptions and memberships

3. School Journey accounts

· Liaising with Business Manager on various elements of school journey accounts

· Collecting and logging indemnities and money

· Issuing receipts for cash payments as necessary

· Count monies with Business Manager

4. Daily attendance registers and absence reports

· Liaise with staff/ Headteacher regarding individual pupil attendance figures

· Producing absence reports for Headteacher

5. General Matters

· Cycling Proficiency

· Arrange school photographs with photographer

· First Aid if required

· Any other duties as requested by Business Manager or Headteacher following consultation

6. Trips (including swimming) 

· Booking coaches and venues ensuring best value for the school.

· Ensure risk assessments are completed.

· Liaise with Business Manager regarding costings.

· Providing staff with all relevant paperwork

· Using Evolve system with Deputy headteacher

7. Free School Meals – all associated tasks

8. Uniform

Distributing uniform orders from parents.

Advising Business Manager of stock levels

9. School Census – with Business Manager

10. Any typing as requested by Headteacher.

11. School PTA

Various tasks related to fund raising events run by the school PTA

12. SIMS system

· Attend meetings to be kept update of changes to system.

· Maintain records on SIMS database 

· Liaise with secondary schools regarding pupil transfer

· Year end procedures

· Collecting data as requested by Dfe.

This job description sets out the duties of the post at the time it was drawn up. The post holder may be required from time to time to undertake duties within the school as may be reasonably expected, without changing the general character of the duties or the level of responsibility entailed. This is a common occurrence and would not justify a reconsideration of the grading of the post.

