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Finance Administrator: Job Description
General
· Be an active advocate of maintaining excellent safeguarding standards across the whole school whilst understanding the school’s safeguarding procedures
· Ensure that communication and interactions with pupils, parents, staff and visitors are effective and appropriate
· Work with all colleagues appropriately
· Ensure security protocols are communicated and understood by all visitors at the school
· Handle sensitive and/or confidential data, in adherence with relevant data protection regulations and policy
· Ensure the office area and school is tidy and welcoming
· Undertake reasonable additional duties and training as delegated by Head of School or Executive Headteacher
Finance Administration	
· Administer the day-to-day financial transactions of the school
· Raise purchase orders and place orders with suppliers as required ensuring best value
· Produce a variety of financial statements and reports, as required, including the setting of annual budgets and monthly budgeting reporting 
· Work with and maintain financial systems, ensuring that maximum efficiency is achieved
· Develop an understanding of the pupil premium grant and relevant school funding
· Check goods are received correctly, arrange returns as appropriate and receipt the purchase order
· Process invoices, credit notes and remittances on the finance system
· Ensure security of cash and cards stored in the office, following finance policy and procedures 











Office Administration
· Provide office administrative support to ensure the school delivers effective and efficient services
· Administer school transfers and admissions, including induction documents, electronic files and assessment data
· Monitor office email and handle queries
· Be aware of the school’s calendar of events so queries from parents and other members of the community can be answered
· Maintain confidentiality when communicating with parents and visitors to the school
· Ensure good lines of communication between the office and the rest of the school
· Maintain an up-to-date and accurate inventory of stock, and place orders when required
· Assist in the collection and recording of various data, e.g. attendance data and in the completion of data collections and returns, e.g. the school census as required
· Process and distribute incoming post and manage outgoing post, as required
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