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Wyre Forest School Procurement Officer/Administration Support 
Wyre Forest School is committed to creating a diverse workforce. We will consider all qualified applicants for employment without regard to sex, race, religion, belief, sexual orientation, gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.

Job details
Job title: Procurement Officer/Administration Support
Salary: Scale 5 SCP 16
Hours: 37 per week TTO plus 5 training days 
Contract type: Full-time, Permanent
Reporting to: School Finance Manager

Job Purpose
· To provide financial support services to ensure the efficient operation 
of school financial processes
Roles and Responsibilities 
· Maintain financial information management systems through TechOne
· Process Teams orders, ad hoc email orders & debtor invoices
· Process online orders using the procurement card, and code all other orders from other card holders
· Process stationery and resource orders for Offices and Phase Leaders
· Liaise with Facilities Manager to source products and identify savings
· Cost and administer the finances relating to Bromcom school lunches, Holiday Club, Wrap Around, school trips and visits, process and record income from parents/carers
· Administer, journal income relating to school meals from Bromcom
· Ensure safekeeping of monies received and bank on a regular basis
· Maintain accurate accounts of income and expenditure through Lloyds access for school fund
· Reconcile school fund and prepare accounts for audit.
· Manage and reconcile imprest account
· Process and monitor external funding for pupils e.g. 16-19 Bursary Fund / Pupil Premium 
· Analyse and evaluate financial data/information and produce Governor and Head reports/information/data as required
· Provide financial information, advice and guidance to budget holders and others, as appropriate
· Produce budget holder’s reports on half termly basis
· Assist with the planning, monitoring and evaluation of budget
· Administer school lettings ensuring appropriate documentation is completed & payments received promptly
· Assist School Finance Manager with other financial duties
· To undertake other duties commensurate with the level of the post.

OTHER DUTIES
· To undertake such duties, training and/ or hours of work as may be reasonably required, and which are consistent with the general level of responsibility of this role.
· Answering the finance telephone, directing messages and telephone calls.
· To undertake health and safety duties commensurate with the post and/or as detailed in the School’s Health and Safety Policy.

NOTES: 
· The post holder may be required to undertake such other tasks appropriate to the level of appointment as the Headteacher may require. All parties share a responsibility for ongoing dialogue, to ensure that the duties outlined within this job description remain fair and reasonable and continue to be appropriate to meeting the needs of children and young people in the school.

· The Governing Body reserves the right to alter the contents of the job description after consultation to reflect the changes in the job or services provided, without altering the general character or level of responsibility.

· The duties described in this job description must be carried out in a manner which promotes equality of opportunity, dignity and due respect for all employees and service users and is consistent with the Council's Equal Opportunities and Race Equalities Policy.











Person specification
	CRITERIA
	QUALITIES

	Qualifications 
and training
	Essential
Commitment to further training

	Experience
	Essential
Experience of working within Finance
Experience of working as part of a team

	Skills and knowledge
	Essential/Desirable 
Knowledge of school finance systems and Worcestershire County Council requirements.
Excellent analytical, problem-solving and organisational skills.
Ability to present  financial information clearly and accurately.
High levels of accuracy, attention to detail and time management.

	Personal qualities/general responsibilities 
	Essential
Well organised 
A good time keeper.
Good interpersonal skills.
Maintain confidentiality, integrity and professionalism at all times.
Committed to continuing own professional development 
Positive, adaptable and self motivated and hard working.
Comply with all school policies, including Health & Safety and GDPR requirements.
Undertake any other duties appropriate to the grade and nature of the post
Wyre Forest School is committed to safeguarding and promoting the welfare of children and young people and expects all staff to share this commitment.



Notes:
This job description may be amended at any time in consultation with the postholder. 

Headteacher/line manager’s signature:	_______________________________________

Date: 						_______________________________________	
Postholder’s signature:			_______________________________________
Date: 	

Updated September 2026				
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