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ADMINISTRATIVE ASSISTANT WITH FINANCIAL RESPONSIBILITIES
reports to Deputy Hub operations manager
About BFET

Bright Futures Educational Trust (BFET) is a partnership of schools based in the North West. Our aim is to provide a quality education that opens real choices for every one of our pupils, raising aspirations and helping every child to achieve their ambitions, no matter their background. The Trust currently has eight partner schools.
 
Bright Futures Educational Trust is establishing itself as a leader in educational excellence. The Trust’s vision of, the best for everyone, the best from everyone is evident in everything we do.
 
We inspire excellence and believe in nurturing the abilities of all within our schools and communities. Our values of Community, Integrity and Passion enable us to empower our young people to build purposeful lives and have the courage and confidence to make a positive contribution to society.
About the Role – Administrative Assistant with Financial Responsibilities
NJC Scales Grade D
The Administrative Assistant with Financial Responsibilities is an essential member of the Operations Team. The post holder will provide administrative and organisational support to the Academy and have specific responsibility for the day-to-day financial functions of Academy as delegated by the Trust.  The post holder will liaise closely with the Trust’s Treasury Team and Finance Officers to ensure efficient and effective management of academy finances. 
The post holder will be highly efficient, organised and motivated.  Excellent teamwork and a ‘can do’ approach will be at the core of their success. 
KEY RESPONSIBILITIES
· Be responsible for the operation of day-to-day Academy finances.
· Be jointly responsible with the Administrative Assistant responsible for Admissions for the facilitation of Academy wide administration.
· Work collaboratively with the Operations Team to ensure joint administrative duties are completed to the highest standard.

KEY FOCUS AREAS
Operation of day-to-day Academy Finances
· Produce financial information and returns to the Trust as required. 
· Source resources and equipment to secure best value.
· Process all orders in accordance with Trust Financial regulations.

· Collate invoice paperwork and delivery notes ready for central authorisation.

· Process cheque and / or BACS payments in a timely manner to meet deadlines.
· Ensure delivers are correct and take remedial action if needed.  

· Ensure school credit card is used in accordance with Trust regulations and maintain appropriate records including receipts and reconcile the credit card statements monthly.

· Manage unofficial school fund and petty cash account in accordance with Trust procedures and maintain effective and accurate records of income and expenditure.

· Manage online parental payment system and follow up any arrears.
· Balance the post book – Franking machine
· Count and arrange for the banking of cash as required.

· Manage the return of locker deposits to students as appropriate.

· Monitor the academy’s finance email account, respond to enquiries professionally and forward messages to the correct recipient as required.

Joint Academy Wide Administration with the Administrative Assistant for Admissions

· Collate and update the letter bank.

· Maintain the holiday calendar.

· Liaise with the Senior ICT technician to update relevant information on all plasma screens in the academy.

· Manage the academy diary and coordinate all meetings/room allocation.

· Collect and distribute incoming mail.

· Dispatch outgoing mail, including registered mail to the post office as appropriate.

· Compile the academy newsletter half termly.

· Ensure appropriate messages are on the voice mail system, including holidays.

· Be responsible for distribution of documents, key information, notices etc to staff as required.
· Obtain necessary licenses, permissions for the effective functioning of the academy e.g. Data Protection Certificate and Copyright license.

· Undertake word processing and other ICT related tasks including letters, report and schedules which utilises other ICT packages such as data bases and spread sheets.
· Undertake clerical duties as required by the Senior Leadership Team, including confidential typing.
· Provide general clerical support as required including filing, completing returns, producing documentation and responding to routine correspondence.

· Assist in Pupil first aid and welfare duties. 
· Manage the storage and pupil access to medication.

· Keep a log of confiscated mobile phones and arrange for their safe return at the end of each term.

· Keep a log of valuable lost property and arrange for their safe return at the end of each term.

· Organise hospitality as requested by senior members of staff.
· Provide cover for the Administrative Assistant responsible for Admissions in their absence to ensure the smooth and efficient operation of the academy. 
Operation Teams’ Joint Administrative Duties
· Welcome all visitors to the Academy and communicate with courtesy and clarity to all staff, pupils, parents, carers, visitors and outside agencies and the wider community, both face to face, by email or over the telephone.

· Answer incoming telephone calls quickly and courteously, transfer callers to relevant staff and/or take messages and ensure they are passed on as quickly as possible.

· Monitor Reception areas entry systems.

· Issue passes to visitors with reference to the academy’s child protection policy.

· Deal with queries from pupils.

· Distribute general correspondence to parents.
· Ensure the reception area and staff room remain tidy and that literature and forms are updated as necessary.
Expectations of all Academy Staff
· Work professionally and effectively as part of a specific and wider Academy staff team. 

· Demonstrate optimistic personal behaviour, positive relationships and attitudes towards pupils and staff, and towards parents, carers, governors and members of the local community.

· At all times to be a positive, professional role model for all pupils.

· Treat all students with dignity, building relationships rooted in mutual respect, and always observing proper boundaries appropriate to staff’s professional position. 

· Actively adhere to the Academy’s commitment to safeguarding of all pupils and the promotion of pupils’ well-being, in accordance with statutory provisions and academy policy.

· Carry out supervision duties as directed in the duty rota.

· Actively engage in the Academy’s performance management process.

· Actively engage in the CPD programmes to develop skills and improve practice.

· Be familiar with, and follow, all Academy policy and practice to ensure a consistent high standard approach to all aspects of the Academy.

· Play a full part in the life of the Academy, to support its distinctive mission and ethos.

· Act as an ambassador for the Academy at all times and positively promote its reputation within the community.

· Attend Academy events and activities as directed by the Head of School. 
Whilst every effort has been made to explain the main duties and accountabilities of the post, each individual task undertaken may not be identified. Employees will be expected to comply with any reasonable request from the Head of School and / or Executive Principal to undertake work of a similar level that is not specified in this Job Description. 
About the Person – Admin with Financial Responsibilities

	
	Essential

	Qualifications,

Educational,

Training
	Maths and English grade C GCSE level or equivalent

Good working knowledge of SIMS and PS Financials

Good working knowledge of Microsoft Office packages including Outlook, Word, Excel and PowerPoint with excellent keyboard skills

First aid qualification or a willingness to undertake it.



	Relevant Experience
	Experience of financial operations, preferably within a school environment.



	Knowledge Skills and Abilities
	Excellent interpersonal and communication skills both written and oral.

Excellent organisation Skills with a systematic approach to workload management.

Excellent time management, planning and work prioritisation skills.

Ability to work effectively with a range of professionals.

Ability to motivate / encourage / empower pupils and staff.

Ability to work independently, without supervision.

Ability to forge network and links with internal and external partners. 

Ability to work effectively as part of the team. 

Working knowledge of the academy’s financial procedures.

Understanding of relevant polices/codes of practice and awareness of relevant legislation.



	Dispositions and Attitudes
	Demonstrate a positive attitude and enthusiasm for the job.

Demonstrate a commitment to the aims and ethos of the Academy and the Trust
Demonstrate an outgoing and warm personality.

Demonstrate excellent time management and multi-tasking skills

Demonstrate the ability to work calmly under pressure.




Final Admin with Financial Responsibilities March 2018

[image: image1.png][image: image2.png]