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JOB DESCRIPTION

BISHOP STOPFORD’S SCHOOL

Post Holder:


Post Title:

Finance Administration Assistant
Grade:


Scale 4
Hours:


36 hours, 38 weeks
Responsible to:

School Business Manager  
​​​​​​​​​​​​​​​​​​​

Purpose of role
To provide an efficient and supportive service to the students, staff, parent/carers and visitors. To actively participate in the day to day running and development of Bishop Stopford’s School.  To have regard for any national requirements, the school’s ethos, aims and objectives and any policy decisions of the Governing Body.

Responsibilities

Finance

To assist the Finance Manager in the administration of the School’s finances operating within the framework provided by the Headteacher and Resources Committee, the Procurement guidelines set by the Local Authority and other bodies such as the Inland Revenue

To seek to obtain Best Value for the school at all times, and to encourage others to follow the same principles in accordance with the financial regulations set out in the LA Finance Manual and Schools' Risk Assessment Financial Control Checklist

Duties

· Advise all members of staff on procedures for ordering goods
· Place all orders for departments ensuring they are within Budget and are getting Best Value

· Liaise with suppliers ensuring orders are placed and delivered in a timely manner

· Monitor delivery of Department orders and arranging delivery of goods
· Ensuring orders have been checked and correctly distributed
· Dealing with returns and credits from suppliers

· Entering orders onto the Finance System

· Dealing with Finance Post
· Posting Invoices onto the Finance System for payment and producing cheques ready for signing

· Counting and recording public money paid in, and carrying out banking procedures
· Monitoring the Franking Machine and topping up/purchasing more credit when required
· Assist in maintaining the finance filing.
· To support the Finance Manager with additional financial duties as required.

Admin
· To assist in the smooth running of the school’s main office area and provide administrative support to all staff across the school as necessary in the following areas:

· Preparing letters/reports

· Inputting and collating information from the School’s MIS System (BromCom) including updates on contact and student information, exclusions, behaviour etc.

· Supporting meetings for minute taking

· Archiving

· Filing

· Photocopying

· Contacting parents/carers

· To provide support to other administrative areas during absence.

Reception

· Dealing with the front window in reception, assisting in the signing in process and photo processing on ID programme.
· To be an initial point of contact for enquiries by telephone or in person; advising staff, parents and students. Ensuring that calls and messages are directed to the appropriate person and concise messages are taken. 
· To deal with and action requests from students, staff, parents/carers.

Welfare

· To take responsibility for the care and welfare of students by providing first aid when necessary. 
· To support the administration of up to date medical records/care plans for all students, notifying the Local Authority as required. 
· To confidentially inform relevant members of staff of student medical conditions e.g. PE Department/SENCO.

· To maintain a daily record of all medical incidents and of all students who require medical treatment notifying the LA as required.
· To communicate with parents by letter or telephone on medical issues e.g.

· Informing parents of forthcoming medical inspections, vaccinations etc.

· Informing parents when a student is unwell and requires collection from School.

· As directed by the Headteacher, informing on infectious diseases.

· To control and monitor medications prescribed to students and ensure that medicines are stored securely.  Keep up to date records of students’ requirements.

· Attend Health and Safety training as required.
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