JOB DESCRIPTION
Department:	Education
Section: Sandringham Primary School
Location: Sandringham Primary School
Reports to: School Business Leader and Head Teacher
Hours: Full-time (9:00am – 5:00pm), 36 hrs per week, 46 weeks per  year with flexibility during school holidays
Scale: 5/6 depending on experience
Start Date: September 2025		

PURPOSE OF JOB:
To provide comprehensive financial and administrative support to the School Business Leader and Head Teacher, contributing to the effective management of school, Parent payment portal and wraparound service finances,  ensuring all processes are accurate, timely, and in accordance with relevant regulations.
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.

KEY RESPONSIBILITIES
Finance and Reconciliation Duties
Operate school financial systems (including Bromcom) in accordance with local authority and DfE regulations
Reconcile daily and weekly dinner numbers
Process purchase orders and invoices timeously
Process supplier invoices and manage weekly BACS payment runs
Updating FSM and Pupil premium weekly
Issuing holiday vouchers termly
Perform monthly outstanding purchase order and creditors reconciliation
Manage online payments portal (Bromcom/MYCAS), including reconciliation
Reconcile purchase card statements regularly
Support bank account reconciliations as required
Process staff expense claims and maintain accurate records
Events and Daycare Finance tasks
Manage Sandringham Daycare, Clubs, and other related purchase ledger transactions
Generate and issue monthly invoices for Daycare fees
Liaise with the Daycare Manager on finance matters
Maintain accurate records of fees, collections, and outstanding balances
Knowledge of Payroll and HR preferable

Administrative Support
Provide general finance-related administrative support to the Business leader and Head Teacher
Respond to supplier and contractor queries and correspondence
Ensure secure handling and banking of any received cash
Maintain proper filing and archiving of all financial documents
Perform general admin tasks to a professional standard

Compliance and Safeguarding
Ensure application of relevant financial and administrative policies, including DfE and LA regulations
Attend training as needed to stay current with changes in systems or procedures
Act as key holder for the school safe and ensure cash handling procedures are followed
Support audit and year-end processes through timely and accurate record keeping

Other Duties
Any other reasonable duties, within the scope of the role, as requested by leadership

PERSON SPECIFICATION
Essential
Proven administrative or finance experience (school setting preferred)
Proficiency with finance software (e.g., Bromcom) and Microsoft Excel/Google
Excellent attention to detail and time management
Strong communication and organisational skills
Ability to handle sensitive information confidentially
A commitment to the values and ethos of Sandringham Primary School

Desirable
Experience in school or public sector finance
Knowledge of local authority finance procedures
Experience with digital payment systems (e.g., ParentPay)

Expected
Confidentiality and sensitivity are essential when dealing with parents, staff and children also including any other stakeholders in the Sandringham community.
