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Job Title Finance Administrator Job Holder
Author Jo Evans Date Created November 2021
Date Reviewed Next Review Date
E — Essential D — Desirable A — Application Form | — Interview
Process

5 A*- C Level GCSEs or equivalent including English and Maths

2. AAT qualification or willingness to undertake it v N4

Basic financial procedures and understanding of accounting v v
functions.

2. Best Value and ability to apply principles of this to all v v
procurement

3. Relevant legislation and guidance in relation to working with, v v
safeguarding and the protection of children and young people

4. Relevant aspects of relevant legislation eg Safeguarding v v v

(Keeping Children Safe in Education), Health and Safety at Work
1974, GDPR 2018, Freedom of Information Act 2010, The
Equality Act 2010 etc

Communicate clearly and effectively in the English language,
both verbally and in writing with all children and adults.

2. Effectively work as a member of a team; both the Support Staff v v
team and the wider school teams to ensure consistency and
cohesiveness

3. Excellent interpersonal skills and the ability to relate to people v v v
with understanding and tact; to communicate effectively with a
wide range of potential audiences and to listen and understand
the point of view and opinions of other people
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4. Be resilient and optimistic in order to manage day-to-day v v v
challenges in a busy school environment

5. Take personal responsibility, demonstrate a readiness to reflect v v v
and self-evaluate and the ability to change, improve and develop

6. Pay attention to detail and spot errors quickly v v v

7. Ability to maintain efficient record keeping and to produce v v v
accurate and up to date reports

8. Ability to work in a confidential, discreet and sensitive manner v v v

1. Working in a school office environment v v

2. Working in an office environment with finance responsibilities V4 V4

3. Use Microsoft Word, Excel, SIMS and other appropriate software v
effectively to an intermediate level

4, Effectively working to tight deadlines whilst remaining calm v v

1. High levels of honesty and integrity and a highly ethical v v v
approach to all aspects of the role.

2. Have a passion for and relentless determination that every child V4 V4 V4
develops and succeeds.

3. Have high standards in terms of attendance, punctuality and V4 V4 V4
meeting deadlines.

4, Adaptability to respond appropriately to challenging situations. v v v

5. Willingness to participate in further training and development v v
opportunities offered by the school to further enhance
knowledge

6. Demonstrate a positive approach with enthusiasm and maintain V4 V4 V4
appropriate professional boundaries in relationships with
children.

7. Be flexible to the ever-changing demands of working in a school V4 V4 V4

8. Committed to safeguarding and promoting the welfare of v v v
children and successfully DBS cleared.
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