 
 
 
	Responsible to:  
	Headteacher, Senior Leadership Team 

	Weeks:  	 
	43 weeks – Term time plus 4 weeks  
(Two weeks in the summer holidays and two other weeks by agreement)

	Hours:  	 
	37 

	Grade: 	 
	9

	Job summary: 
 
	To support the school’s administrative/finance functions by providing professional skills and technical capabilities, specialist subject knowledge, integrity in decision making and operational activity that is required for the effective operations of the school support system. 
Overseeing the financial management of the school.
 
Management of the timetabling aspect of the MIS system (Arbor), ensuring it is both up to date and accurate

Management of information required by the school for external and internal use. 
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Finance
· Manage and maintain the computerised IMPREST system.
· Regularly balance the IMPREST account.
· Reconcile bank statements monthly and ‘Form A’ for the IMPREST account annually.
· Process all income in relation to the main budget and PSF (Private School Fund)
· Audit PSF
· Process journals for IMPREST recharges monthly on SAP
· Process negotiated transfers between schools.
· Maintain documentary evidence to support annual VAT claims.
· Process virements when necessary
· Provide budget updates to Governors 6 times per year
· Ensure a balanced budget is set each financial year
· Process yearly financial returns to DCC e.g. Annexe 1
· Create new ledger codes for departments and upload the budget on to SAP.
· Prepare and send departmental budgets, and deal with associated questions and queries.
· Prepare new IMPREST/PSF spreadsheets ensuring any balances are carried forward
· Fundraising – search and apply for grants when available

Overseeing the work of the Finance Assistant with regards to

· Process invoices together with delivery notes onto the SAP system, coding for payment purposes.
· Ensure the inventory system is maintained, updated and any write offs processed after Governor approval.
· Manage PSF (Private School Fund) record all transactions.
· To produce and check monthly postings report and process invoices accordingly
· Sale of school uniform 
· Manage Parent Pay payments in relation to uniform
· Organise, manage and undertake appropriate paperwork for the booking of all transportation, including managing train travel and ensuring value for money.  Confirmation of bookings and spreadsheets updated.
Administration/Management Information System (MIS) Duties 
 
· Oversee the accuracy, integrity, and maintenance of timetable data held in Arbor, ensuring compliance with DfE requirements and data protection legislation. 

· Work in conjunction with the Assistant Head in charge of timetable to ensure clarity of information within timetabling administration, ensuring accurate setup of Arbor.

· Take ownership of the aspects of the Arbor student timetabling ensuring all student information is continuously updated, accurate, and secure.

· Ensure full functionality of Arbor modules and implement year-end transitions, including setting up registration groups, course changes, teacher allocations, and room adjustments 

· Check all timetables are complete prior to the start of the school year. 

· Work with fellow professionals including the school’s Senior Leadership Team, Curriculum leads, Exams Officer, Attendance Officer, Heads of Dept. on timetabling adjustments.

· Manage re-rooming for lessons and exams

· Maintain smooth transitions across academic years, including roll-over processes and accurate timetabling data. 

· Act as the first point of contact for Arbor timetable related issues or system incidents for staff/students and parents/carers.

The post holder will also be expected to: 
 
· To support the admin team in ensuring all work sent to the department is completed in an efficient and timely manner.  
· Work within the main school office during busy periods and during holiday periods as needed.
· Make use of development support available and undertake training as appropriate 
· Take an active role in identifying personal development objectives  
· Work in accordance with the school’s aims and policies.  
· Work towards creating a pleasant and welcoming environment throughout the school.  
· Contribute to the school’s guidance and support programme.  
· Demonstrate a commitment to the use of ICT to enhance teaching and school systems. 
· Undertake any other duties and responsibilities that may be reasonably regarded as within the duties, responsibilities and grade of this post 
 	


Person Specification 
 
	
	Qualifications
	Essential
	Desirable

	
	Finance/Accounting qualification
GCSE or Equivalent in maths and English 
Minimum level 2 in Business or school administration
	
√ 
√
	√ 

	
	Knowledge and Experience
	

	
	Previous experience of working in a school office or education environment 
Knowledge of school financial administration 
Full working knowledge of relevant policies/codes of practice/legislation 
Knowledge of Microsoft Office including Word and Excel; 
Database knowledge (e.g. Arbor, SAP Finance & Parent Pay) 
Knowledge of preparing reports, minutes, general correspondence 
Knowledge of school finance systems 
Knowledge of the education service
	√ 

√ 
√ 
√ 

√ 
	


√ 

√ 
√ 

	
	Skills 
	

	
	Ability to manage staff 
Ability to work independently 
Able to co-ordinate a variety of tasks simultaneously  
Able to prioritise workload and work well under pressure 
Excellent organisational skills 
Able to promote good relationships with students, parents, staff and visitors 
	√ 
√ 
√ 
√ 
√ 
 
√ 
	

	
	Dispositions 
	

	
	Enthusiastic 
Positive 
Well motivated 
Well organised 
Enjoys working with children 
Enjoys working with adults 
Able to use own initiative 
	√ 
√ 
√ 
√ 
√ 
√ 
√ 
	 

	
	Job Specific Requirements 
	

	
	Willingness to undertake further professional development 
	√ 
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