Job description

	Job title: Whole School Administration (with full financial responsibility). 
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	Department: Schools
Single Status Grade: GLPC – F
Job evaluation number: JE1000002390                                             

	

	1 Job purpose: 
To contribute to the planning, development and monitoring of support services within school and to be responsible for the provision of an efficient/effective school administrative/support service including supervision and deployment of support staff.
To provide specialist financial support and advice to the senior management team and governing body.  

	

	2 Principal duties and responsibilities:

	Finance
1. To work with governors, the head teacher and other members of school management in planning and setting the annual budget and ensuring compliance by monitoring expenditure, producing and presenting monthly statements, preparing final accounts, checking income and virement to appropriate codes on the financial management system. 
2. To ensure the maintenance the computerised finance systems i.e. oversee the accurate recording of data relating to the ordering, scheduling and receipting and payment of goods and service, ensuring that financial deadlines are met. 
3. To undertake monthly reconciliation of school accounting system to mainframe account including the detection and correction of errors and the production of required reports.

4. To ensure school systems are consistent with set financial management standards.  Report to governors on compliance.  Ensure all systems are available for regular audit checks.
5. To ensure effective operation, implementation and development of new and revised financial/accounting procedures and systems in accordance with statutory guidelines, financial regulations, school and education department policy and practice.

Management of Support Services
6. To manage the school administrative support function including, for example, ICT facilities, school reception, reprographics, determining the recruitment, development and appropriate deployment of support staff.

7. To design, develop and maintain effective administrative procedures and systems, in line with the needs of the school.

8. To be responsible for the maintenance of staff records, including, staff absence, staff contracts and the staff salary calculator; to oversee the completion of staff returns and reconciling queries.
9. To oversee maintenance of personnel records on appropriate systems and the production of statutory returns and production of reports.

10.  To be responsible for the return statistical information as required to the City Council DfES etc.

	

	3 All staff are expected to maintain high standards of customer care in the context of the City council’s Core Values, to uphold the Equality and Diversity Policy and health and safety standards and to participate in training activities necessary to their post.

	

	4 This is not a complete statement of all duties and responsibilities of this post.  The post holder may be required to carry out any other duties as directed by a supervising officer, the responsibility level of any other duties should not exceed those outlined above.

	

	5 Numbers and grades of any staff supervised by the post holder:

	Full line management of:  1 – 6 Support staff e.g. site manager and midday supervisor
Up to 6 x administrative staff        

	

	6 Post holder’s immediate supervisor: Head teacher

	

	Prepared by/author: Single Status Team 

Date: September 2013

	


	Note: This section should only be included in job descriptions issued to employees and should not be sent to all job applicants.

I understand and accept the job duties and responsibilities contained in this job description.

Signature:







Date:


Person specification
	Job title: Whole School Administration (with full financial responsibility). 



	Department: Schools

Single Status Grade: GLPC – F
Job evaluation number: JE1000002390                                             

	

	Areas of 

responsibility
	Requirements
	Measurement
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	Technical Knowledge 
	Full working knowledge and experience of using and developing complex financial systems and procedures. Knowledge and experience of using accountancy techniques and practices.
Full working knowledge of relevant financial regulations and associated legislation.

A working knowledge of relevant employment policies/codes of practice and associated legislation and procedures.

Understanding of the legal implications of the Data Protection Act and Child Protection issues and procedures.

A good working knowledge of national and local policies, initiatives and strategies relating to Education (i.e. DfES).

A good working knowledge of facilities management and related issues such as health and safety, risk assessments.
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	Business management and technical skills
	Ability to effectively manage and monitor a budget.

Ability to develop and manage effective administrative systems.

Experience of managing resources, including ordering, receipting, auditing, cataloguing and co-ordination of maintenance of equipment.

Experience of handling commercial licences, insurance and service contracts.

Sound ICT skills, including use of Microsoft Word, Excel, and setting up of databases and financial systems.  Ability to use the authority’s standard computer software, where appropriate. 

Good level of literacy and numeracy skills.


	
	
	
	
	

	Communication and Organisational Skills 
	Ability to, and experience of managing and developing staff. 

Ability to communicate with a range of people including Senior Management Teams, Governors, parents and children.

Good organisational skills with the ability to prioritise work to meet deadlines.
	
	
	
	
	

	Work to promote mutual respect and good relations
	Awareness, understanding and commitment to the pursuit of equality of opportunity in terms of service delivery and employment practice.

Awareness of the needs of schools in a multi-cultural environment.

Commitment to the City Council’s equal opportunity policies.
	
	
	
	
	

	Work Related Circumstances


	Willingness to attend governing body meetings.

Willing to follow the City Council’s no smoking policy.
	
	
	
	
	

















