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Job Profile – Administrative Assistant to School Business Leader  

Scale 5 (without day to day supervision of staff)

Hours negotiable between the school and the applicant

Job purpose and content

To assist the School Business Leader in making sure all orders are processed and invoices are paid as required within an agreed time frame. The Administrative Assistant may also be required to query invoices and orders as necessary, and to liaise with outside agencies where required. 

Roles and responsibilities

· To be proficient in the financial administration package used by the school and the MAT
· [bookmark: _GoBack]To input / check the monthly time sheets submitted by staff
· To assist with resolving enquiries, problems and complaints
· To use a computer to enter, record and retrieve data, create and update files and produce spreadsheets as required
· To operate the financial system for monitoring, making and authorising payments, allocating codes, wiring money and maintaining the accuracy of the payroll
· To collect debts and payments due by monitoring records, making requests, following up and taking action on responses and identifying, investigating and resolving arrears
· To assist the School Business Leader in inventory and the school’s procurement systems and procedures
· To assist with the school’s banking arrangements, including cash flow, bank reconciliation, Year End reconciliation and so on
· To help and support in the preparation of school financial reports
· To help and assist colleagues in using the school ordering systems effectively
· To work in accordance with the values, culture, ethos, equalities and inclusion policies of the school
· To take part in the school performance management system

The school expects its employees to work flexibly within the framework of the duties and responsibilities specified above. This means the postholder may be expected to carry out work that is not specified in the job profile but which is within the remit of the duties and responsibilities

 
 


PERSON SPECIFICATION

	General heading
	Detail
	Examples

	Qualifications & Experience
	Specific qualifications & experience
	NVQ Level 4 or equivalent 
Experience in financial management and budgeting
Completion of the DCSF induction programme.

	
	Knowledge of relevant policies and procedures
	Working knowledge of appropriate school financial policies and procedures.

	
	Literacy
	Ability to communicate effectively in writing 

	
	Numeracy
	NVQ Level 4 in Maths or equivalent
Ability to undertake complex financial/budgetary calculations

	
	Technology
	Ability to use word processor and wide range of financial and administrative IT packages

	Communication
	Written
	Ability to complete complex returns, write complex letters and reports

	
	Verbal
	Ability to exchange complex verbal information clearly and sensitively

	
	Languages
	Seek support to overcome communication barriers with children and adults

	
	Negotiating
	Ability to negotiate effectively to achieve best outcomes
Ability to manage difficult or controversial exchanges

	Working with others
	Working with partners
	Establish effective relationships with those working in and with the school

	
	Relationships
	Ability to establish rapport and respectful and trusting relationships with the Senior Management Team, staff and pupils of the school

	
	Team work
	Ability to make an distinctive contribution to the work of a team both as a member and manager

	
	Information
	Contribute to the development and implementation of effective systems to share and safeguard information

	Responsibilities 

	Organisational skills
	Excellent organisational skills
Ability to remain calm under pressure

	
	Line Management
	Ability to manage, motivate and support the work of others

	
	Time Management
	Ability to plan and manage own time effectively

	
	Creativity
	Demonstrate a highly creative approach to work
Ability to resolve complex problems independently

	General
	Equalities
	Demonstrate a commitment to equality

	
	Health & Safety
	Basic understanding of Health & Safety

	
	Child Protection
	Understand and implement child protection procedures

	
	Confidentiality/Data Protection
	Understand and comply with procedures and legislation relating to confidentiality.

	
	CPD
	Demonstrate a clear commitment to develop and learn in the role
Ability to effectively evaluate own performance
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