

	Job Title
	Finance & Office Assistant

	Salary Scale 
	[bookmark: _GoBack]BG-J  

	Reports To
	School Business Manager



  
	COLLEGE TOWN INFANT & NURSERY SCHOOL 



As a member of staff within the school the post holder is required to:
1. consistently conduct his/her role in order that the school’s vision is achieved for all pupils and adults
2. consistently secure good pupil behaviour by adhering to the school’s guidance
3. be an excellent role model demonstrating a desire to improve 
4. safeguard all pupils and support the school’s culture to make everyone feel safe, by ensuring the school’s policies on Safeguarding, Health and Safety, confidentiality and data protection are rigorously implemented and promoted at all times 

	STATUTORY RESPONSIBILITIES OF THE ROLE



This role has no statutory qualifications but the post holder is expected to access all opportunities for continued professional development and training that will benefit the school.
The post holder should maintain a knowledge of the contents of: 
a. DFE’s Keeping Children Safe in Education 
	DESIGNATION OF THE POST



The post holder is: 
· directly accountable to the School Business Manager (SBM) and ultimately to the Headteacher (HT)


	MAIN PURPOSE AND DUTIES OF THE ROLE




The Finance & Office Assistant duties are:

· Finance
a) Raise and place orders using FMS
b) Monitor stock and order all school stationery, paper, exercise books, office supplies etc
c) Process Invoices in accordance with the Finance Procedures
d) Running payment runs to ensure timely payment to suppliers
e) Checking deliveries and distributing across school
f) Chase delivery errors
g) Banking as required

· Trips
a) Managing school trip income – recording payments
b) Assisting Teachers with contacting venues and booking coaches

· General Office
a) Man the reception desk as required 
b) Answer phone and deal with enquiries
c) Photocopying
d) Administer medicines if required
e) Deliver messages to classes/staff when required
f) Deliver/Collect children to/from classroom when required

· Other
a) Supporting other members of office team during peak times
b) Other duties as required by line manager/SLT/Head


· Safeguarding
a) being familiar with the school’s safeguarding policy and school procedures
b) referring any concerns re pupils’ safety to the designated officer


SPECIAL/OTHER REQUIREMENTS or RESPONSIBILITIES OF THIS POST
Health and Safety
All staff:
· must act in the interest of health and safety, both their own and that of members of the public and others.
· must co-operate with the efforts of management to ensure health and safety.
· must attend training provided, read documents provided and put into practice all instruction intended to ensure safety.
· must report all accidents, incidents and hazards immediately to their line manager.
· must respect and make proper use of all equipment provided to ensure safety in the workplace.
· must refer any health and safety issues to the next level of responsibility, if they feel they are not authorised to deal with the issue.
