

Grade:
 

NJC Grade 3, points 4 – 6
Hours:


37 hours per week term time only
Job Purpose:

To provide financial and administrative support to the Business

Manager, Finance Officer and other staff, to facilitate the day to day 

running of the school.
Responsible to: 
Governing Body through the line management of Business 



   
Manager

· Generate purchase orders, check goods delivered against orders, and subsequently process and pay invoices.
· Maintain accurate finance computer records on bespoke software systems and other administrative data on whole school MIS systems.
· Issue invoices to third parties.
· Maintain adequate stocks of stationery.
· Administer information regarding student educational visits and process parental contributions.
· Act in accordance with the standards and procedures laid down within the school’s Financial Regulations Manual and the Academy Trust Handbook.
· In the absence of the Receptionist, be the first point of contact for the school, welcoming visitors and parents and answering telephone calls. Follow and employ safeguarding guidelines and procedures for visitors, maintenance staff and others in accordance with policy.
· Provide general administrative support to whole school e.g. photocopying, under the direction of the Business Manager.
· Role requires working with a team.
· Ability to present oneself as a role model to students in speech, dress, behaviour and attitude.
· Be aware of and comply with policies and procedures relating to child protection health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.
· Undertake such other duties which may reasonably be regarded as within the nature of the duties and responsibilities/grade of the post as defined, subject to the proviso that normally any changes of a permanent nature shall be incorporated into the job description in specific terms following consultation with the recognised trade unions.

Signed …………………………………..    Signed ………………………………..

	Woodham is committed to safeguarding and promoting the welfare of children and expects all staff to share this commitment.


WOODHAM ACADEMY





JOB DESCRIPTION – Finance and Administration Assistant








MAIN DUTIES & RESPONSIBILITIES











