Bestwood Village School
Finance & Admin Officer
Scope and Purpose of Job

To assist in providing a dedicated administrative support to the Senior Leadership team at Bestwood Village School. This will involve administrative assistance to the financial, facilities and support services. The school is an independent school for young people with emotional and behavioral difficulties; all staff contribute to the provision of a supportive, caring, learning environment.
KEY TASKS AND RESPONSIBILITIES: 

Help provide a comprehensive administrative support with a main focus on finance including:
Working with the Office Manager, SLT, Facilities Manager and Central Team to provide help and assistance with budgeting and budgeting control

Assuming responsibility for all purchase orders and processing of all invoices on FocalPoint and liaising with accounts to make sure all invoices are logged correctly and paid promptly

Handling petty cash and keeping records for monthly submission to the Finance Manager

Travel to the bank to cash and collect the petty cash cheque as and when required
Credit control of the credit card and purchases made, keeping accurate records/receipts and providing the Finance Manager with a monthly breakdown

Placing all orders, raising a purchase order number and keeping track of orders placed and deliveries made for all staff including office stationery and teaching materials

Looking after all annual subscriptions and ensuring these are kept relevant and up to date

Liaising with taxi companies to sign off their Operator Claim forms and submit to Local Authorities for payment

To greet any visitors and arrange refreshments.
Assume responsibility for the maintenance and upkeep of the office equipment and arranging for any repairs, replacements should systems breakdown

Dealing with incoming and outgoing post as appropriate including monitoring the generic email box
Assisting with the production of general correspondence

To respond to telephone calls in a professional manner, taking and passing on messages promptly where necessary

Accessing computer systems to provide information and support and retrieve information as required
Have knowledge of iSAMS and any other computer systems relevant to the role

Filing and keeping up to date records for pupils, obtaining information from Local Authorities, scanning all pupil files in order to help contribute towards a paperless office

To work within deadlines and respond in a flexible way

At all times and on all occasions to promote and comply with the Schools commitment to the Safeguarding of the vulnerable young people in our care 

At all times and on all occasions to promote and comply with the Schools commitment to Equal Opportunities

All staff are required to manage effective personal development as part of the Company’s commitment to invest in staff as the key resource in the organisation

Each individual must ensure that they meet their statutory responsibilities with regard to Health and Safety, Equal Opportunities and other relevant legislation, and should conform to the professional and ethical requirements

Any other reasonable duties commensurate with the post

Person Specification

The post holder will be required to demonstrate and develop competence in the following key areas:

EXPERIENCE 
Essential
· Experience within general office/clerical environment 

· Experience of team work 

· Experience of working to a deadline 
· Financial experience with regard to processing invoices
Desirable 
· Experience of a school environment 

SKILLS AND KNOWLEDGE 
Essential 
· Excellent interpersonal and communication skills, both written and oral. 

· Good organisational skills 

· Good computer skills including knowledge of MS Word, Excel and Outlook 

· Ability to work with figures accurately and within a spreadsheet environment 

· Ability to work on own initiative 

· Ability to work under pressure and meet competing deadlines if required 

Desirable 
· Familiarity with needs of pupils and their parents/carers 

PERSONAL ATTRIBUTES 
Essential 
· Reliable, trustworthy and discreet 

· Enthusiastic and positive outlook 

· Accuracy and attention to detail 

· Ability to work as an effective member of the school community 

· Ability to work with minimum of supervision and willing to use own initiative 

· Ability to respond positively and constructively to changes in work requirements 

· Understanding of importance of working in a confidential setting 
· Flexible and able to adapt style and approach to achieve results

General Requirements

· The person must be a very hands-on And have the ability to multi task

· Be prepared to work in a very busy and at times challenging environment

· Emotional resilience
