	Job Description

	Post title
	Wingate Nursery School Admin Officer

	JE Reference No
	

	Grade
	5

	Reporting to
	Becky Wood

	Location
	Wingate Nursery School

	

	DBS
	This post is subject to an enhanced disclosure.








	Description of role




The main aims of the job are: 

1. To provide an efficient and effective administrative service to the Headteacher and school as a whole.

2. To assist the headteacher with the school’s administrative, financial and clerical functions in providing a high standard of admin within the school.

3. To control the school’s administrative and financial information systems, ensuring that these functions support the management of the school in an efficient and effective manner. 





	Duties and responsibilities




· Responsible for being the first point of contact for the Headteacher, welcoming visitors and parents to the building, answering telephone calls, dealing with enquiries, responding to post, emails etc including responsibility for managing the school administration office

· Responsible for managing the school diary.

· Responsible for ensuring all necessary administrative tasks are covered and carried out to ensure the smooth running of the school and all Authority processes and procedures are followed.

· Responsible for the production of detailed reports and information as required.

· Responsible for the taking and production of minutes in special circumstances to ensure accurate records are kept.

· Responsible for ensuring the effective and efficient operation of day-to-day administrative functions.

· Plan, develop, organise and monitor support systems, procedures and policies.

· Responsible for completion and submission of forms, returns etc., including those to outside agencies.

· Responsible for ensuring the ordering of supplies and equipment for the school including issuing of invoices and ensuring settlement of accounts.

· Manage the admissions process for children and liaise with all feeder schools when children transfer, including common transfer and transfer of schools’ records to ensure a smooth transfer of pupils to the school.

· Responsible for children’s attendance and the process of contacting parents/carers in line with policy, including the reporting of authorised/un-authorised absences. Also to record staff absence on MyView and to log holiday requests for the cleaning team.

· Responsible for ensuring all database systems used within the school are kept up to date and current to ensure contact can be made when necessary, with all members of staff and parents, carers. 

· Liaising with the Headteacher and Local Authority with regard to the preparation of contracts and ensuring DBS documents are completed.

· Ensuring that the personnel database is up to date at all times.

· Responsible for submitting of monthly timesheets for staff.

· Manage service contracts, school licences and insurance 

· Contribute to marketing and promotion of the school

· Manage lettings and the use of premises and associated income

· Comply with and assist with the development of policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person to ensure the School complies with all current legislation

· Responsible for maintenance of stock/asset registers for the school and manage annual stock checks

· Oversee children’s illnesses and accidents, inform parents and staff as appropriate ensure that records are kept. 

· Maintain accident records as required, including submitting information to the Health and Safety Team ie Riddor.

· On occasions, provide administrative support to the Governing Body.

· Operate SIMS and FMS systems

· Access Oracle. Support the Head Teacher in working towards FMSIS Standard and maintain procedures and documentation thereafter. Including but not exclusively, Petty Cash records

· Responsible for collection of monies from parents/carers in relation to snack or lunch club money and school visits etc and to facilitate the banking of such monies.

· Manage and monitor the school’s financial processes and budgets 

· Support the Headteacher in the financial management of the school, including expenditure within an agreed budget.

· Maintain accurate, auditable records to monitor activity of Private School Funds via Excel Spreadsheet.

· Responsible for undertaking regular reconciliation and balancing of the Private Account with bank statements.

· Responsible for the production of an annual balance statement for external auditing purposes.

· Responsible for the counting, receipt and banking of all monies in accordance with the Authorities processes and procedures.

· Manage the Petty Cash account and allocate Petty Cash monies (in cash or by cheque) as authorised by the Head Teacher in accordance with the Authority’s procedures.

· Responsible for ensuring that all monies collected are banked in accordance with the Authority’s procedures and processes.

· Ensure the correct allocation to cost centre of all expenditure and income and the subsequent reporting to budget holders ensuring that they are aware of any over or under spend, projected or actual.

· Responsible for ensuring the preparation and maintenance of reports, records and accounts as are required in conjunction with the school’s computerised accounting systems (SIMS and data management system).

· Responsible for paying invoices and placing orders - ensuring that the best possible prices are secured from suppliers via a system of Tenders and Quotations and check on delivery.

· Role requires working with a team.

· Ability to present oneself as a role model to pupils in speech, dress, behaviour and attitude.

· Liaise with other staff, pupils, parents/carers and external agencies 

· Responsible for liaising with kitchen staff, caretaker and cleaner, including the placing of orders, the reporting of and monitoring repairs.

· To attend any training courses relevant to the post, ensuring continuing personal and professional development.

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.




