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Headcorn Primary School
Job Description: Admin and Finance Assistant
	Grade:
	Kent Range 4

	Responsible to:
	School Business Manager


Hours: 

20 hours per week for 38 weeks per year, term time exclusive of holiday entitlement.  
The initial hours will be four hours a day from Monday to Friday inclusive.
Purpose of the Job:

To work under the direction and guidance of the School Business Manager and Head Teacher.
To provide specific clerical, administrative and financial functions for the school under the direction or instruction of senior staff, taking a proactive role in relation to its day to day. functioning.

Key duties and responsibilities:

1. Support the day to day clerical, administrative and financial functions of the school. This includes developing and maintaining management information systems such as the online payment and communications system and Bromcom.
2. Act as a main point of contact for the school, investigating queries, assessing the nature of telephone calls, referring them to the appropriate person and receiving visitors in a courteous, prompt and efficient manner, to ensure the staff, service users and members of the public who contact the school are dealt with efficiently and consistently.
3. Ensure all visitors, including contractors and pupils arriving late or leaving early comply with the school signing in procedures.
4. Promote the safeguarding and welfare of all pupils.
5. Undertake a range of financial procedures, including placing orders, invoicing, setting up online payments and dealing with supplier issues.
6. Receive, record and reconcile monies from pupils and parents / carers.
7. Ensure that all goods received are checked off and distributed and delivery notes signed.
8. Manage the relationship with the uniform supplier.
9. Allocate childcare vouchers on the online payment system for Wraparound Care.
10. Reconcile income against trips and adhoc sales.
The content of this job description provides an outline of the post only and is subject to annual review following consultation with the post holder
