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Job Advertisement  
 

Job Details 

Position Administrative and Finance Officer - Permanent  

Location WISE Academies 
Welbeck Academy, Flodden Street, Newcastle upon Tyne, NE6 2QL 

Salary SCP 12 – 17: £15,683 - £17,012 per annum ​
(£28,598 - £31,022 pro rata)  

Hours 22 hours per week, term time plus 20 days (42 weeks)  

Vacancy Reference  
 

WB/ 283300 - Please quote this vacancy reference number when 
referring to the job.  

 
We are seeking to recruit a suitably experienced administrator to join our academy. The successful 
candidate will be responsible for day to day administration of the busy academy office as well as other 
duties such as dealing with parents and visitors. 
 
Welbeck aims to provide the highest quality primary education located in Walker, Newcastle. Our 
school has been open and serving the community since 1914. In that time there have been many 
changes to education and indeed our beautiful school building. WISE Academies are proud to have 
been involved with the school since 2012, and our shared passion is to make our children feel loved, 
nurtured and safe so that they realise their true academic potential. It is essential that we challenge 
and support our pupils to achieve their full potential in their academic, creative, personal, physical, 
moral and spiritual development. Together we endeavour to make Welbeck Academy an exciting place 
for children to learn, grow and flourish. 
 
The successful applicant will: 

●​ Have experience of working in a school (or similar). 
●​ Be highly organised and able to demonstrate good knowledge and experience of 

administrative systems. 
●​ Be experienced and confident in the use of ICT. 
●​ Deliver high quality customer service. 
●​ Form excellent relationships with staff, parents and children. 
●​ Be flexible and able to prioritise work to meet deadlines. 
●​ Be thoroughly professional, understanding issues of confidentiality and the need to 

protect the welfare of children. 
 
The mission of WISE Academies is to provide a high quality educational community, which offers 
life-changing opportunities in a safe, creative and exciting environment. 
 
We can offer you: 

●​ The opportunity to be part of a dynamic and passionate team, in Welbeck and as part 
of WISE Academies.  

●​ Exceptionally enthusiastic children who are eager to learn. 
●​ A creative environment that supports and enhances our vision and inclusive ethos. 
●​ An attractive and well-resourced school in the heart of its community. 
●​ A commitment to managing staff workload and well-being at all times. 
●​ Ongoing commitment to your professional development.  

 
The Trust is committed to safer recruitment and pre-employment checks will be undertaken before any 
appointment is confirmed. The post is subject to an Enhanced Disclosure Barring Service clearance. 
The school is committed to safeguarding and promoting the welfare of children and young people and 
expects all staff and volunteers to share this commitment. 
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This post is exempt from the Rehabilitation of Offenders Act 1974 and therefore will be subject to a 
criminal record check from the Disclosure and Barring Service. 
 
WISE Academies safeguards and protects its students and staff by being committed to respond in 
accordance with Local Safeguarding Board Procedures. 
 
WISE Academies will also consider carrying out an online search for all candidates to help identify any 
potential issues that are publicly available online. 
 
Applicants must have authorisation to work in the UK. 
 
You can apply online through the North East Jobs Website, go to WISE Academies Jobs and 
click Apply for Administrative and Finance Officer - Permanent - Welbeck Academy 
 
For further details, please see the supporting documents section of this advert. For any 
queries, please contact WISE Recruitment Team by telephone 0191 7070125 [option 5] or e-mail 
recruitment@wiseacademies.co.uk  
 
Please quote the vacancy reference when requesting additional information. 
 
Closing date: 12 noon on Friday 29th August 2025 
Shortlisting: Wednesday 3rd September  
Interviews: Tuesday 9th September  
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Job Description: Administrative and Finance Officer 
 
Guidance Notes  
 
WISE Academies is committed to creating a diverse workforce. We will consider all qualified 
applicants for employment without regard to sex, race, religion, belief, sexual orientation, 
gender reassignment, pregnancy, maternity, age, disability, marriage or civil partnership.  
 
Job Details 

Salary SCP 12-17 

Reporting to Office Manager 

Job Purpose  
 

To provide comprehensive general, administrative and financial support to 
the academy. 

 
Duties and 
Responsibilities  

Key Responsibilities: 

1.​ Undertake reception duties, answering and dealing with routine 
telephone and electronic enquiries, face-to-face enquiries and 
signing in visitors. 

2.​ To respond to complex enquiries, both verbally and in writing, 
arising from a variety of sources and decide on subsequent action 
including drafting responses on behalf of the academy, having 
undertaken appropriate research. 

3.​ Assist with administrative support (photocopying, filing, emailing 
and completion of routine forms).  

4.​ Manage the administration of class registers and the ‘school meal’ 
register.  

5.​ Sort and distribute mail.  

6.​ Assist in maintaining records, organise meetings and events in the 
academy as directed.  

7.​ Assist in maintaining office systems, diaries and provide 
information/letters to parents and pupils.  

8.​ Ensure that the office machinery, stationery and other office 
consumables (including maintenance of equipment) are ordered in 
accordance with purchasing procedures.  

9.​ Arrange servicing and repair of academy equipment. 

10.​Arrange the security and orderly storage of supplies. 

11.​ Take a lead role in the development and maintenance of 
record/information systems both manual and electronic in order to 
maintain a comprehensive, up to date paper and electronic filing 
and information system, using standard reports, various software 
and responding to ad hoc queries, where appropriate. 
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12.​Responsible for the accurate completion and timely return of 
statistical data as required by outside bodies and stakeholders. 

13.​Contribute to the monitoring and maintenance of the academy 
budget in line with WISE Academies requirements. This will include 
the accounting for expenditure or for money in the form of cash, 
cheques, invoices etc. in accordance with WISE Academies 
procedures. 

14.​Collect, record and reconcile dinner money and monies various 
academy activities prior to banking, as required. 

15.​Assist in the organisation and management of the accommodation 
both by the academy and outside agencies in order to generate 
income. 

16.​Assist in the management of the academy’s admission and transfer 
procedures in accordance with current and relevant regulations. 

17.​Liaise with staff, parents and external bodies to meet the 
requirements of the academy, arranging events, work experience 
placements, school nurse visits, eye tests, photographer etc. 

18.​Support the finance function under the direction of the Officer 
Manager.   

19.​Act in the absence of the Officer Manager. 

20.​Assist in the administration and organisation of ‘after school’ clubs. 

21.​Collate pupils’ reports as required. 

22.​Attend any minute meetings as required. 

23.​Assist in organising cover for staff with planned or unplanned 
emergency absence. 

 

General 
Responsibilities  

 

1.​ Assist in ensuring a high standard of customer service to users of 
the academies. 

2.​ Carry out duties in accordance with full regard to the academies 
policies and procedures. 

3.​ Promote and safeguard the welfare of children and young people 
they come into contact with. 

4.​ To be aware of and comply with policies and procedures relating to 
child protection, security, confidentiality and data protection, 
reporting all concerns to an appropriate person. 

5.​ Act in compliance with data protection principles in respecting the 
privacy of personal information held by the academies. 

6.​ Adhere to the academy's policy on equality and diversity. 

7.​ Adhere to the academy's code of conduct, child protection and all 
other related policies. 
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8.​ Adhere to the academy's health and safety policies and relevant 
legislation. 

9.​ Annual leave must be taken during school holidays. 

10.​Undertake such other reasonable duties as may be required within 
the academy. 

 

Other 
Responsibilities  

 

1.​ Safeguard and actively promote the welfare of children. 

2.​ Carry out the duties and responsibilities of the post, in accordance 
with the Academy’s Health and Safety Policy, relevant Health and 
Safety Guidance and Legislation and the Statutory Requirements 
of the Early Years Foundation stage. 

3.​ Promote and implement the Trust’s Equality Policy in all aspects of 
employment and service delivery. 

4.​ Understand and comply with the requirements of all Trust policies, 
procedures and processes, including the Data Protection Act and 
Freedom of Information Act. 

5.​ Maintain appropriate confidentiality at all times. 

6.​ Undertake any training or CPD necessary, or appropriate for the 
effective discharge of the role. 

7.​ Attend relevant school meetings. 

8.​ Undertake other reasonable duties (with competence and 
experience) as requested, in accordance with the changing needs 
of the organisation. 

9.​ Respect the confidentiality of matters relating to learners and other 
members of staff. The post holder must be aware of and comply 
with the requirements of the Data Protection Act and Freedom of 
Information Act. 

10.​Comply with the Academy’s Health and Safety policies and 
procedures. 

11.​ Undertake any training or CPD necessary or appropriate for the 
effective discharge of their responsibilities. 

12.​ Comply with the Academy’s policies on equality in all areas of 
activity. 

13.​Undertake such other reasonable duties as may be reasonably 
required within the Academy.  

 

Generic Duties 
relevant to all 
members of 
Staff 
 

 

1. Working with colleagues and other relevant professionals 

●​ Communicate effectively with other staff members, and any key 
stakeholders 

●​ Collaborate and work with colleagues and other relevant 
professionals within and beyond the Trust 
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●​ Develop effective professional relationships with colleagues 

 

2. Professional development 

●​ Keep personal knowledge and understanding relevant and 
up-to-date by reflecting on personal practice, liaising with the 
line manager and identifying relevant professional development 
to improve personal effectiveness 

●​ Take opportunities to build the appropriate skills, 
qualifications, and/or experience needed for the role, with 
support from the Trust 

●​ Take part in the Trusts appraisal and performance management 
procedures 

 

3. Personal and professional conduct  

●​ Uphold public trust in the education profession and maintain high 
standards of ethics and behaviour, within and outside school 

●​ Have proper and professional regard for the ethos, policies 
and practices of the Trust, and maintain high standards of 
attendance and punctuality 

●​ Demonstrate positive attitudes, values and behaviours 
to develop and sustain effective relationships with the 
Trust community 

●​ Respect individual differences and cultural diversity 

 

4. The Trust 

The Mission Statement of our Trust is WE are a family of schools who 
exist to INSPIRE each pupil to believe in themselves so they 
experience great SUCCESS through our commitment 
to EXCELLENCE. Our philosophy is one of boundless aspiration...the sky 
is the limit. All staff are expected to be committed to this statement in 
everything they do 

It is expected that all staff work collaboratively as members of the Trust to 
share good practice, resources and ideas and realise the Trust’s visions 
and values 

All staff should act with professional integrity at all times, following the 
“Code of Conduct” 

Your base location will be identified in your offer of employment. 
However, you may be asked to work at any of the other Schools within 
the Trust and you should expect to travel between sites as required. 

 

5. Teaching and Learning 

This is our core principle and therefore it is an absolute priority. You are 
expected to support all teaching staff, irrespective of seniority, to ensure 
they concentrate on the core principle. This may mean undertaking tasks 
outside of your area of responsibility where required. 

 

6. Collective Responsibility 

At WISE Academies we are one team who, together, all commit to 
achieving our mission. All staff will be required to mirror our philosophy 
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and take pride in offering a fantastic customer experience to all 
stakeholders As a WISE Team we always act with Honesty, Integrity 
and Fairness in everything we do. 

 

7. ICT 

●​ All staff will be expected to utilise ICT and to improve 
communication and reduce paper use 

●​ Security procedures must be followed when using ICT systems 
●​ All staff are expected to follow the procedures as laid out in the 

Trust’s Acceptable Use Policy. Staff are also expected to 
ensure that they follow Trust policies with regard to 
professional conduct when using ICT systems or Trust ICT 
equipment. 

8. Health and Safety  

●​ Employees are required to work in compliance with the 
Academy’s Health & Safety Policies and under the Health and 
Safety At Work Act 1974 (as amended), ensuring the safety of 
all parties they come into contact with, such as members of the 
public, in premises or sites controlled by the Trust 

●​ In order to ensure compliance, procedures should be observed at 
all times under the provision of safe systems of work through safe 
and healthy environments, including information, training and 
supervision necessary to accomplish those goals. 

9. Safeguarding 

●​ WISE Academies is committed to safeguarding and promoting 
the welfare of children and young people and all staff must 
ensure that the highest priority is given to following the guidance 
and regulations to safeguard children and young people. All staff 
are to have due regard for safeguarding and promoting the 
welfare of children and young people and to follow the child 
protection procedures adopted by WISE Academies Trust. Any 
safeguarding or child protection issues must be acted upon 
immediately by informing the Designated Safeguarding Lead. 

10. Data Protection 

●​ WISE Academies takes the responsibility of protecting and 
securing the data of Pupils, Staff, Parents and all associated 
individuals very seriously. The Trust requires all staff to 
complete data protection training and to adhere to its Data 
protection policies and procedures. All staff must ensure that 
if they suspect a data breach, they must inform the Trust Data 
Protection officer immediately. 

 
This job description forms part of the contract of employment of the person appointed 
to the post. The duties, responsibilities and accountabilities highlighted in this job 
description are indicative and may vary over time at the discretion of the Trust. 
The duties and responsibilities in this job description are not restrictive and the 
post-holder may be required to undertake any other duties that may be required from 
time to time. Any such duties should not however substantially change the general 
character of the post. 
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Person Specification: Administrative and Finance Officer 
 
CRITERIA QUALITIES 

Qualifications and 
training  

 

●​ Experience of working in a school (or similar) 
●​ Sound knowledge and experience of administrative 

systems in a school environment (or similar) 
●​ Experience of maintaining efficient and accurate records 
●​ Experience of using ICT Microsoft packages, word/excel 

 
Desirable: 

●​ Financial/Administrative experience gained within a school 
or educational setting 

●​ NVQ 4 qualification in literacy or numeracy 

Knowledge/ Skills 
and Competencies 

●​ Knowledge and understanding of the curriculum and how 
this can be creatively adapted to ensure standards continue 
to be high 

●​ Knowledge and understanding of how children learn and an 
acknowledgement of children’s entitlements and rights 

●​ Understanding an inclusive, holistic approach to working 
with children and their families including the empowerment 
of parents 

●​ Knowledge and understanding of the appropriate 
environment to provide high quality provision 

●​ Good organisational and time management skills 

Physical and 
Emotional 
Demands 

●​ Mainly sedentary 
●​ Able to cope with some conflicting demands 
●​ Will occasionally place emotional demands on the jobholder 

dealing with children, young people and families 
●​ Some exposure to disagreeable people related behaviour 

Personal 
Qualities  

●​ Reliable, trustworthy and honest 
●​ Polite and able to present professionally 
●​ Willingness to participate in training and development  
●​ Commitment to uphold the 7 principles of public life (the 

Nolan principles) at all times 

 
Notes  
This job description may be amended at any time in consultation with the postholder. 

This role requires travel to a range of academies throughout the North East of England so the 
successful candidate must be able to drive and have their own vehicle to use for business purposes. 
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