
Roman Road Primary School

Roman Road
London, E6 3SQ
Tel: 020 7476 1602
info@romanroad.newham.sch.uk

www.romanroad.newham.sch.uk
Finance /Office Manager

Term time only (39 weeks) – 36 hours per week
May suit part-time working 

Finance /HR role 18 hours per week

Office Role 18 hours per week

Grade S01 Point 23 £35,577
Start date: In March 2025
Roman Road Primary School is looking for an enthusiastic, self-motivated and hardworking individual to fulfil the role of Finance and Office manager.
We are looking for a candidate who
· Has a commitment to working collaboratively with staff to inspire, enable and empower them to achieve high standards

· Will develop positive relationships 

· Has experience of managing budgets and financial reporting systems (including 
· invoicing, bank reconciliations and payroll)

· Has experience of HR including managing single central record
· Ideally has experience of working in a school office environment

· Has excellent written and spoken English and ability to compose correspondence and reports

· Is a positive role model, to lead and motivate others
· Good interpersonal skills

· The ability to prioritise work schedules, good time management and can work well under pressure

· Be flexible and resilient

· Have high expectations of yourself and others

· Experience using Microsoft Excel
· Extensive experience using FMS & SIMS

· Holds a recognised Finance qualification
· Minimum grade C GCSE in Mathematics and English language

· Can work closely with Deputy Head Teacher, Head Teacher and Finance Consultant.

· Be willing to learn new things (e.g. School’s Assessment system)

Employees of Roman Road Primary School have a responsibility for and must be committed to, safeguarding and promoting the welfare of children and young people and for ensuring that they are protected from harm. Appointment is subject to a satisfactory enhanced disclosure from the Disclosure and Barring Service. 

We welcome informal visits from prospective applicants for a tour of the school.

Please contact Caroline McPhillips email:caroline.mcphillips@romanroad.newham.sch.uk or Angie Wicks email: angie.wicks@romanroad.newham.sch.uk

For general enquires please call 020 7476 1602

Closing date: Monday 24th February 2025 at 10am

JOB DESCRIPTION


Job Title:


Office/Finance Manager
Pay Scale:


SO1 PT 23 (£35,577)
Responsible to:


Head Teacher

Supervisory Responsibilities:
Office/Admin staff
EQUAL OPPORTUNITIES
The Council has a strong commitment to achieving equality of opportunity in both services to the community and the employment of people and expects all employees to understand and promote its policies in their work.

Duties and Responsibilities
To undertake the following duties with minimal supervision, demonstrating a thorough working knowledge of the work areas, setting work standards for self and others and taking decisions leading to changes in important procedures and practices.

1 To monitor and evaluate school admin and finance and identify risks and areas for improvement

2 Responsible for monitoring school budgets, maintaining accurate financial information and to prepare the school budget alongside the Finance Consultant and Deputy Head
3 To Manage DBS checks and the schools single central record

4 To undertake finance tasks including invoicing, purchase orders, bank reconciliations and payroll

5 Work with Deputy Head and Finance Consultant
6 To oversee all cash transactions within school

7 To monitor progress of Cost centres budgets and liaise with subject leads
8 To be the named contact to work alongside the Designated Officer for GDPR

9 To organise the provision of an efficient and effective administrative service to the school and to manage staff responsible for administrative matters
10 To be responsible for own continuous professional development

11 To allocate and monitor the quality of work and progress of work in their teams

12 To liaise effectively with colleagues, governors, local authority and contractors

13 To manage and monitor contract services

14 To secure bid-based competitive funds by effective use of bidding systems and contacts

15 Responsible for ensuring the recruitment of all staff within the school is in line with HR regulations and framework. Ensuring all paperwork, work permits, DBS checks are carried out

16 To supervise administrative support staff including the identification of training and developmental needs in liaison with the Leadership Team.  This will include delegation of work, co-ordination of work-flow and providing advice and guidance as necessary.  Allocate and monitor the quality of work and progress of work in their team

17 To be responsible for ensuring the reception desk is covered and to deal with difficult situations as and when required

18 To manage, monitor and deal with all sickness management matters pertaining to staff.  Arrange and hold trigger meetings and take appropriate action.
19 To develop administrative systems that respond to the changing needs of the school

20 To attend meetings and relaying all relevant information to the senior leadership team

21 To oversee and manage Extended School provisions including breakfast club, after-school club and sports clubs
22 Manage school assessment data and produce assessment reports
23 Oversee admissions and attendance
24 Such other duties within the competence of the post holder, at the direction of the Head Teacher and Deputy Head.
