 Job Description

Finance and Administration Officer

	Job title:
	Finance and Administration Officer
	
	Ealing GLPC Grade:7
	

	
	
	
	
	

	School:
	John Chilton School
	
	Post No:
	

	Line manager:
	School Business Manager

	Supervisory responsibility:
	Supervise, train and develop other school administrative and clerical staff as necessary

	Hours: 
	35 hours per week (40 weeks term time only)


Main purposes of the job

· To provide efficient management of the school’s operational finances across two split sites, and other administrative functions determined by the Headteacher.

· To manage the school’s unofficial fund and liaise with appropriate officers.

· Contribute to the planning, development and monitoring of administrative support services and/or management of support staff, including co ordination and delegation of relevant activities.

· To be responsible for promoting and safeguarding the welfare of children and young people within the school

Main responsibilities and tasks

Finance

1. To be responsible for all operational finance; raising orders, payment of invoices, generation of bacs files and or issuing of cheques.

2. Undertake research and obtain information to inform decisions and identify best value

3. To be responsible for opening and recording safe delivery of orders received.

4. To be responsible for the reconciliation of the school credit card.

5. To be responsible for processing petty cash claims from staff.

6. Manage expenditure within an agreed budget.

7. To take responsibility for ensuring that efficient and safe routines are maintained concerning collection, security and distribution of cash.

8. Be responsible for effective management of the school’s private fund, including responsibility for compliance with financial regulations, including keeping records, accounts and making arrangements for the private fund to be audited.

9. Be responsible for monies collected in respect of school outings, journeys, and any other events that require the collection of money. Issue receipts to parents and ensure computerised logs of payments are kept up to date and accurate.  To manage payments received via parentpay. 
10. Provide detailed analysis and evaluation of data and produce detailed reports as required for budget monitoring.
Organisation

11. Assisting with planning, development, design, organisation and monitoring of support systems/procedures/policies.
12. To deal with more complex reception/visitor etc matters as needed
13. Train and develop staff as appropriate.

14. Comply with and assist in the development of policies and procedures relating to child protection, security, confidentiality and data protection, reporting all concerns to an appropriate person.

15. To adhere to school health and safety policy including risk assessment and safety systems.

16. To adhere to school policy on equality and diversity.

17. To contribute to the overall ethos/work/aims of the school.

18. Establish constructive relationships and communicate with other agencies/professionals.

19. Attend and participate in regular meetings.

20. Participate in training and other learning activities and performance development as required.

21. Undertake similar clerical duties commensurate with the level of the post as required by the Head teacher.

22. Administration

23. Provide a range of general administration support 

24. Work alongside the administrator in the front office to undertake reception duties, answering the telephone, face to face enquiries and signing in visitors as cover is needed

25. Resources

26. Operate relevant equipment/complex ICT packages.

27. Liaise with curriculum leaders to ensure stock is regularly audited, ordered and monitored.

28. To be responsible for ensuring general stock within the school are maintained to the required levels and distributed as required. (Including stock ordering and distribution at the beginning of the academic year)

29. Monitor and manage stock within an agreed budget, cataloguing resources and undertaking audits as required.

30. As directed undertake research and obtain information for specific projects to inform decisions as per your role.

31. Update and maintain the school’s inventory including yearly return.
32. Assist with marketing and promotion of the school.

Signatures – line manager and job holder

	Signature of Manager:
	
	Date:
	
	/
	
	/
	

	Signature of post holder:
	
	Date:
	
	/
	
	/
	


April 2026

