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	Post title
	Admin Assistant – Finance/HR

	Job Evaluation
	Yes/No  N6842

	Grade
	Grade 5

	Service
	Schools

	Service area

	Evergreen Primary School
Warwick Road, Bishop Auckland DL14 6LS
Scholars Path, Newton Aycliffe DL5 7HB

	Reporting to
	Head Teacher

	Location
	Bishop Auckland / Newton Aycliffe

	Disclosure and Barring Service (DBS)
	This post is subject to an Enhanced Disclosure. 



Description of Role 
To carry out a range of finance and HR related administrative tasks and to assist the Business Manager in ensuring that an effective, robust and accountable financial management system exists within the school

Duties and Responsibilities
· To complete the school’s financial data/transactions using the school’s Oracle financial system and related systems. Progress and resolving queries as necessary
· Resolve any IProc commitments and queries
· Produce summary reports and audit trails for the presentation to Governors, Head Teacher, SBM and School Funding Officer
· Produce spending reports for budget holders and the Head Teacher/SBM
· To maintain adequate stock records of consumable items e.g. stationery, caretaking materials and issue to users, obtaining best prices at all times
· To assist with the receipt and despatch of all stock items, dealing with suppliers as necessary and maintain the central stock inventory. Provide budget holders with spending information
· To assist with arranging repairs and maintenance to school buildings, grounds and equipment and coordinate related paperwork and e-mails, liaising with Direct Services personnel and other contractors in person, online systems or by telephone, as required
· To manage the school’s petty cash, including making all payments with appropriate receipts and authorisation. Submit regular claims to Durham County Council for reimbursement
· Assist with Pupil Premium, PE Premium and other grant tracking
· Process the purchasing for specialist equipment, medical, sensory and communication resources
· Assist with supply staff finances and manage supply staff in school
· Organise cash for banking into School Budget account and maintain any related computerised record. Arrange for collection by Loomis at Lloyds Bank, or pay into School Fund account as and when cash is received
· Support SBM with personnel records and supporting documentation
· Support with a range of personnel matters, maintain computerised personnel   system and assist with the School Workforce Census.
· To prepare staff absence returns for submission to Durham County Council and record all absence information on the appropriate systems (Arbor and MyView). Collect and process supporting documentation and assist School Management with Sickness Management Procedure as required
· To assist with staff recruitment process including placing adverts, collating applications, inviting candidates and Governors for interview, requesting references etc.
· To administer the School Fund carrying out regular reconciliations and maintain accurate financial records and produce annual balance for onward submission to Fund’s external auditor and prepare accounts for Governors
· Work together with the school’s Catering Manager and SBM to maintain kitchen records and ensure best practice is taken at all times. Ensure stock lists and profit/loss records are updated and correct for submission to Governors
· Support SBM with recruitment, personnel administration, sickness management
· Undertake general office duties appropriate to the role
· To carry out any other duties commensurate with the grading of the post at the direction of the Head Teacher or SBM

Organisational Responsibilities
Values and behaviours
To demonstrate and be a role model for the council’s values and behaviours to promote and encourage positive behaviours, enhancing the quality and integrity of the services we provide.
Smarter working, transformation, and design principles
To seek new and innovative ideas to work smarter, irrespective of job role, and to be creative, innovative and empowered. Understand the operational impact of transformational change and service design principles to support new ways of working and to meet customer needs.
Communication
To communicate effectively with our customers, managers, peers and partners and to work collaboratively to provide the best possible public service. Communication between teams, services and partner organisations is imperative in providing the best possible service to our public.
Health, Safety and Wellbeing 
To take responsibility for health, safety, and wellbeing in accordance with the council’s Health and Safety policy and procedures. 
Equality and diversity
To promote a society that gives everyone an equal chance to learn, work and live, free from discrimination and prejudice and ensure our commitment is put into practice. All employees are responsible for eliminating unfair and unlawful discrimination in everything that they do.
Confidentiality
To work in a way that does not divulge personal and/or confidential information and follow the council’s policies and procedures in relation to data protection and security of information.
Climate Change
To contribute to our corporate responsibility in relation to climate change by considering and limiting the carbon impact of activities during the course of your work, wherever possible.
Performance management
To promote a culture whereby performance management is ingrained and the highest of standards and performance are achieved by all. Contribute to the council’s Performance and Development Review processes to ensure continuous learning and improvement and to increase organisational performance.
Financial management 
To manage a designated budget, ensuring that the service achieves value for money in all circumstances through the monitoring of expenditure and the early identification of any financial irregularity.
The above is not exhaustive and the post holder will be expected to undertake any duties which may reasonably fall within the level of responsibility and the competence of the post as directed by your manager.
Evergreen Primary School is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.  Any offer of employment will be subject to a receipt of a satisfactory DBS Enhanced Disclosure.
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