   

Administration & Finance Assistant
       Job Description 

At Southern Education Trust, we are driven by a shared mission of Making Lives Better. We’re a     community of schools built on our values: Kind, Creative and Collaborative, working together                              to help every child - and every colleague – thrive.






	Service
	Extended Learning

	Grade
	E

	Contract
	Term Time plus 1 week

	Reporting to
	Senior Administration & Finance Assistant



Purpose of the job

The purpose of the role is to provide friendly and efficient administrative and finance support across the Trust, helping to ensure the smooth running of day-to-day operations. The role acts as a key point of contact for staff, parents and external partners, delivering excellent service and supporting the Trust's wider aims and values.

Key areas of responsibility 

Financial Administration

· Process sales invoices, purchase ledger transactions, employee expense claims, and undertake associated credit control and financial monitoring activities.
· Maintain accurate financial records and support the effective operation of financial systems and processes.

General Administration

· Support the collection, maintenance, analysis and reporting of attendance, student progress and other organisational data, ensuring records and information systems remain accurate and up to date.
· Provide comprehensive administrative support, including scheduling appointments and meetings, organising training events, managing correspondence, monitoring office emails, answering and directing telephone enquiries, and handling incoming and outgoing post.
· Act as a professional first point of contact for staff, parents and external providers, responding to enquiries promptly and ensuring information is shared appropriately.
· Prepare and distribute accurate minutes for internal meetings and multi-agency meetings as required.

· Maintain confidentiality and support compliance by monitoring safeguarding, health and safety, and third-party provider documentation.
· Contribute to the development and maintenance of policies, service level agreements, website content and other organisational communications.
· Provide general administrative assistance, including filing, photocopying, printing, preparing documentation and supporting staff with administrative tasks as required.

Other

· Follow all school policies, safeguarding procedures and the Trust Code of Conduct, reporting any concerns about the safety or wellbeing of pupils, staff, or visitors.
· Work responsibly and respectfully, promoting inclusion, maintaining confidentiality, and caring for the wellbeing of yourself and others.
· Stay committed to learning and improvement, taking part in training and contributing positively to school and Trust development, as well as attending team meetings. 
· Use resources thoughtfully, showing care for school property and the wider environment.
· This job description is illustrative of the general nature and level of responsibility of the role. It is not a comprehensive list of all tasks the postholder may be required to undertake other duties appropriate to the level of the role, as directed. 





Person Specification

	[bookmark: _Hlk218766489]Criteria
	Qualities

	Qualifications & Experience 

	· GCSE or equivalent level, including Grade C/4 or above in English or Maths
· Knowledge of Data Protection 
· Experience working in an administrative role and handling confidential information
· Some experience in finance and/or education advantageous


	Skills & Knowledge

	· Effective written and verbal communication skills
· Comfortable working with numbers
· The ability to prioritise tasks and handle a demanding workload
· The ability to work independently and as part of a team
· Good listening skills
· Good problem-solving skills
· Comprehensive use of all Microsoft Office programmes
· Knowledge of education policies and procedures (desirable)
· Excellent attention to detail


	Personal Qualities 

	· Kind, compassionate and child-centred, creating environments where everyone feels valued and always acting in pupils’ best interests.
· Calm, steady and positive, offering a reassuring presence and helping others to feel confident and supported, even when things are busy or challenging.
· Collaborative and respectful, building trusting relationships while maintaining professionalism, discretion and confidentiality.
· Flexible, adaptable and proactive, responding to changing needs with good humour, taking initiative and seeing things through.
· Reflective, inclusive and open-minded, with a genuine commitment to learning, celebrating diversity and fostering a strong sense of belonging for all.


	Other Factors
	· Satisfactory Safer Recruitment Checks




[image: A logo with text overlay

AI-generated content may be incorrect.]


image2.png
Southern
Education
Trust




