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Key Responsibilities
Finance Management
· Lead and manage all aspects of the school’s financial operations.
· Prepare, monitor, and review the school budget in collaboration with the Headteacher.
· Produce regular financial reports and forecasts.
· Manage invoicing processes, including raising and paying invoices.
· Monitor income and expenditure, including trip payments and event income.
· Ensure accurate financial monitoring and compliance with financial regulations and procedures.
· Maintain robust financial records and support audit requirements.
Leadership and Line Management
· Line manage the Cleaning Team and Site Manager, ensuring effective deployment of staff.
· Support their staff development and performance management.
· Ensure high standards of cleanliness, maintenance, and site safety across the school.
Premises and Asset Management
· Maintain and manage the school’s asset register.
· Oversee procurement and stock control of equipment and resources.
· Coordinate maintenance schedules and ensure the site remains safe, secure, and well-maintained.
Health and Safety
· Take responsibility for health and safety across the school site.
· Ensure compliance with statutory health and safety regulations.
· Maintain risk assessments, policies, and safety procedures.
· Work with the Site Manager to ensure all premises-related health and safety checks are completed.
Event Organisation and Community Engagement
· Coordinate and support the organisation of school events and fundraising activities.
· Lead the planning and logistics of major events such as the Christmas Fair, summer fairs, and other community events.
· Manage event budgets, supplier bookings, and risk assessments.
· Work with staff, parents, and external providers to ensure successful and safe events.
Educational Visits and Trip Administration
· Coordinate and manage the booking of school trips and educational visits.
· Liaise with transport providers, venues, and external organisations.
· Manage trip budgets, payments, and invoicing.
· Ensure appropriate documentation, risk assessments, and compliance procedures are completed.
· Support staff with the administrative and financial aspects of educational visits.
General Responsibilities
· Support the strategic leadership of the school.
· Ensure compliance with statutory and regulatory requirements.
· Contribute to the efficient and effective running of school operations.
Person Specification
Essential:
· Experience of financial management, budgeting, and financial monitoring.
· Experience managing invoicing systems and financial processes.
· Knowledge of health and safety requirements within a workplace.
· Experience organising events or coordinating projects.
· Experience coordinating bookings or managing logistics (e.g., trips or events).
· Strong organisational and communication skills.
· Ability to manage multiple priorities and work independently.
· High level of accuracy and attention to detail.
· Good IT skills, including financial systems and Microsoft Office.
Desirable:
· Experience working within a school or educational setting.
· Experience of line managing staff.
· Knowledge of school finance systems (e.g., FMS, Arbor, or similar).
· Health and Safety qualification (e.g., IOSH or NEBOSH).
· Experience managing premises or asset registers.
· Experience organising school trips or educational visits.
What We Offer
· A welcoming and supportive school community.
· Opportunities for professional development.
· A varied and rewarding role within a dedicated team.
· The chance to make a meaningful contribution to the success of Ellington Infant School.
Safeguarding Statement
Ellington Infant School is committed to safeguarding and promoting the welfare of children. All staff are expected to share this commitment. The successful candidate will be subject to an enhanced DBS check and satisfactory references.
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