Generic Job Description

Administration & Finance Manager (JE No: 3229)


	Job title: 

	Administration and Finance Manager
	
	Ealing GLPC Grade:
	Scale 9

	School:
	
	
	Post No:
	

	Line manager:
	Headteacher  

	Supervisory responsibility:
	Line management and performance management of x administration staff

	Hours:
	


Main purposes of the job

· To provide efficient management of school finances, personnel and other administrative functions determined by the Headteacher.

· To line manage and performance manage administration staff.

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

· Produce monthly budget reports highlighting any discrepancies or over/under spends

· To support the work of the Headteacher and the Senior Leadership Team.

· To support the extended schools provision within the school 

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

Main responsibilities and tasks

Financial management

1. Be responsible for ensuring that efficient and safe procedures are maintained by all staff concerning collection, security and distribution of cash.

2. 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.

3. Be able to place orders and pay bills from the school fund, in the event of the finance administrator being absent. 

4. Be responsible for monies collected in respect of school outings, journeys, photographs 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.

Human Resources

5. Manage CRB and List 99 application forms and send them for checking on behalf of the Headteacher.

6. Maintain the single staff and volunteer record, which includes the CRB register.

7. Ensure new members of the office staff are fully trained and inducted on the use of office and ICT equipment.

8. Line manage office staff including their performance management and assist in the identifying and addressing of training and development needs.

9. Participate in the recruitment, selection and appointment of administrative staff.

10. Liaise with Schools’ HR with regard to the administrative aspects of the appointment and employment of teaching and support staff.  Ensure compliance with legislation and good practice relating to employment protection, equal opportunities and on the employment and conditions of service of staff.

11. Be responsible for staff records (including sickness records) and ensure that these are efficiently and accurately kept. 

12. Monitor staff absence and prepare staff returns for Ealing LA and prepare reports for the Headteacher as required.

13. Prepare all paperwork for interviews; arranging interview dates, references and CRB checks.

14. Be responsible for monitoring holiday leave, arranging cover, ensuring appropriate timesheets for additional hours for Teachers, Support Staff, relief Caretakers and agency staff are filled in correctly before submitting them to the Headteacher for authorisation.

15. Be responsible for the provision of specialist advice and guidance to Senior Leadership Team and Governing Body on national and local guidelines/policy/statute etc.

General Responsibilities and Support Services 

Pupils and Curriculum 

16. Be responsible for completing and submitting of relevant information to Senior Leadership Team, the Governing Body and outside agencies e.g. DCSF and LA.

17. Provide office support to the Senior Leadership Team.

18. To enter termly pupil assessment results, pupil tracking data and complete question level analysis in order to prepare reports for senior staff.

19. Monitor pupil attendance and contact families where there is poor or irregular attendance, liaising with the Educational Social Worker as required.

20. Run the school’s electronic pupil registration system.

21. Be responsible for the provision of specialist advice and guidance to Senior Management Team/Governing Body on national and local guidelines/policy/statute etc where appropriate.

22. Respond to emergencies appropriately and inform relevant staff.

Extended Schools Agenda

23. Support the administrative work of the Extended Schools Co-ordinator (school based or external) by collecting information, conducting audits and making arrangements for school based initiatives. 

School Trips Co-ordinator

24. Liaise with class Teachers to ensure each class goes on a termly trip and then make all appropriate bookings and arrangements. 

25. Carry out the risk assessments for trips (after appropriate training) with class Teachers and other staff prior to passing the paperwork to the Headteacher for authorisation.

Administration

26. Support the work of the Headteacher by answering correspondence, producing various types of documents, arranging meetings and agendas and circulating information to appropriate persons.

27. Responsible for promoting the school positively and keeping the school prospectus up to date.

28. Design, create, develop and maintain a range of documents, information leaflets, packs and letters.

29. Oversee and ensure an inventory of all school equipment is maintained.

30. Organise briefings, workshops and other events for parents, under the direction of the Headteacher.

31. To deal with a range of queries and be a point of contact for parents, children, staff and visitors and project a strong customer focused image.

32. Be responsible for devising marketing and promotional strategies for the school.

33. Identify the need and be responsible for securing appropriate licences and insurances.

ICT

34. Develop and manage databases using SIMS and other computerised systems as appropriate.

35. To oversee that the school’s web site is up to date.

36. Ensure that the most effective use is made of the school’s ICT system in liaison with the ICT Co-ordinator and Headteacher and the development of the computerised management information systems within the school.

Other Responsibilities

37. Build a close working relationship with the Headteacher.

38. 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.

39. Adhere to school policy on equality and diversity.

40. Respond politely, warmly and efficiently to callers in person and on the phone.

41. Contribute to the development and implementation of the overall ethos/work/aims of the school.

42. Develop constructive relationships and communicate with other agencies/professionals.

43. Participate in training opportunities and professional development as required.

44. Undertake similar duties commensurate with the level of the post as required by the Headteacher.

Signatures – line manager and job holder

	Signature of Manager:
	
	Date:
	
	/
	
	/
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	/
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