
 
 
 
 
 
 
 
  

SS Philip and James’ Church of England VA Primary School   
 

Administrator/ Finance  
Grade 6 

 

Days and hours: Monday-Friday 8:00am-4:00pm 
(37.5 hours) 
Term time + inset  
(Overtime may be paid at times of additional 
workload). 
 

RESPONSIBLE TO: Office Manager 
 

 
 

 
Purpose of the post and minimum expectations: 
 
To provide administrative support to ensure the school is run effectively as directed by the Office Manager. 
To be an ambassador for the school when greeting visitors following Health and Safety and Safeguarding 
procedures at all times. 
Uphold Christian vision of our school. 
Uphold the values of love, compassion and community when interacting with all members of our school 
community. 
Model excellent professional relationships with pupils, parents, staff and other professionals in school. 
Be aware of and support difference and ensure equal opportunities for all. 
To maintain confidentiality at all times. 
Ensure that the Office complies with GDPR at all times and report any breaches to School Business Manager. 
 
Responsibilities of the post: 
 
Reception 

 Perform reception duties throughout the day, acting as first point of reference when interacting with 
pupils, parents, visitors and telephone enquiries.  

 Ensure that all visitors sign in correctly and that they understand the correct procedure for signing out. 

 Offer helpful, approachable and professional service at all times taking appropriate action on own 
initiative and referring complex matters to the appropriate member of staff. 

 To be responsible for safeguarding and promoting the welfare of children and young people and to 
follow all associated child protection and safeguarding policies as adopted by the school. 

 



 Admissions and Attendance 
 

 As required answer queries and enquiries with regards to Admissions procedure. 

 Assist when required to ensure that all new pupil information records are accurately logged in school 
management system. 
 

Finance 
 

 Responsible for reconciling payments system.   

 Enter all magic booking payment items on the system, including trips/swimming/after school activities and 
answer all parent queries.   

 Liaise with Extended School Manager to ensure all after school sessions are accurate. 

 Process orders and invoices through the IBC portal ensuring correct coding is used and keep filing/records 
up to date. 

 Check off deliveries to ensure all orders arrive safely to the relevant member of staff 

 Send lunch returns to lunch provider and reconcile charges against income 

 Administer and record Free school meal applications and advise Office Manager of results 

 Complete school milk/fruit returns 

 Ensure Tesco orders are completed in good time. Stock check stationery and staff consumables (e.g. staff 
tea and coffee). 

 Reconcile Barclays/Lloyds bank accounts processing journals as required  

 Book transport as required for school trips and liaise with EVC to ensure that termly return is completed. 

 Manage payments system, ensuring that other staff are fully trained and competent. Ensure that 
reconciliation is carried out regularly and payment reminders are sent in a timely manner as per school 
procedures.  Refer any specific problems with payment to the Office Manager. 
 

 
General Administration  
 

 Provide general administration support to ensure efficient running of the school, to include word 
processing, correspondence, reports, pupil references, maintain and co-ordinate school diaries, 
appointments and meetings (including room allocation), filing and providing hospitality. 

 Adhere to school procedures and ensure that staff receive messages promptly and accurately. 

 Maintain noticeboards as required. 

 Use Parentmail for all correspondence producing newsletters, trip letters and other communications to a 
high standard. 

 Assist Office Manager in all aspects of school administration as and when required. 

 Administer and record First Aid as per school policy.  

 Ensure that the reception and office areas are tidy and welcoming at all times and that the carousel has 
all relevant up to date forms. 

 Organise school photographs 

 Printing as requested by teachers.  

 

 

 



Other 

 To carry out other related duties to meet the needs of the school. 
 
Equal Opportunities  

 To implement the Council’s Equal Opportunities Policy and work actively to overcome discrimination on 
the grounds of race, gender, disability, sexuality or status in the Council’s service. 

 To take responsibility, appropriate to the post for tackling racism and promoting good race, ethnic and 
community relations. 

 
 

Health and Safety  

 To work in compliance with the School’s Health and Safety policies and under the Health and Safety at 
Work Act (1974), ensuring the safety of all parties with whom contact is made, such as members of the 
public, in premises or sites controlled by the school. 

 To ensure compliance of procedures are observed at all times under the provision of safe systems of work 
through safe and healthy environment and including such information, training instruction and supervision 
as necessary to accomplish those goals.  

 
Data Protection 

 When working with computerised systems to be completely aware of responsibilities at all times under 
the Data Protection Act 1998 for the security, accuracy, and significance of personal data held on such 
systems.  

 

Performance management  
Performance management assessment will be based on the responsibilities listed above and judgements will be 
made against specific criteria as agreed, as part of the school’s performance management cycle.  The Office 
Manager will manage the person in this post. 
 
EQUALITY OPPORTUNITY 
The post holder will be expected to undertake all duties in the context of and in compliance with the school’s 
and council’s equal opportunities policies. 
 
SAFEGUARDING CHILDREN 
The school is committed to safeguarding and promoting the welfare of children and expects all staff and 
volunteers to share this commitment. The successful candidate will require an enhanced DBS clearance. 
 

The above job description was agreed July 2022.  It may be reviewed and/or amended at any time but before this 
happens you will be given appropriate opportunities to discuss the proposed amendments.  It will be reviewed as 
part of the annual performance process. 
 
___________________________________________________Signed by (Post holder) 
 
___________________________________________________Signed by (Head teacher)  
 

 


