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JOB TITLE:			Support Officer (HR and Finance Link)

REPORTS TO:			Trust Senior Finance Officer

BAND:				Essex Scale 5

JOB PURPOSE:

Provide support to the school, completing administrative tasks for the Trust HR and Finance Teams. 

Work under own initiative to ensure workload is prioritised and efficiently completed.

KEY CORPORATE ACCOUNTABILITIES

To actively promote the Trust’s Equal Opportunities Policy and Diversity Strategy and observe the standard of conduct which prevents discrimination taking place

To maintain awareness of and commitment to the Trust’s Equal Opportunity Policies in relation to both employment and service delivery

To fully comply with the Health and Safety at Work Act 1974 etc, the Trust’s Health and Safety Policy and all locally agreed safe methods of work

At the discretion of the Headteacher, such other activities as may from time to time be agreed consistent with the nature of the job described above

To work with colleagues to achieve service plan objectives and targets

To participate in Employee Development schemes and Performance Management and contribute to the identification of own team development needs

PRINCIPAL ACCOUNTABILITIES

HR Link:

· Record staff absence on the HR system, issuing self-certificates and return to work forms when absences occur and producing information for absence monitoring meetings.

· Track the receipt of completed HR forms and chasing where necessary, requesting where appropriate information for the Headteacher.

· Process leave of absence forms, ensuring they are authorised by the headteacher, and updating HR systems with the required information. 

· Collate overtime, expense claim forms and absence report in preparation for monthly payroll returns. 

· Support the Trust HR team with preparing recruitment packs for the interview panel, liaising with the Headteacher’s PA and Head of Department for suitable interview slots, preparing accurate recruitment request forms for approval.

· Process staff leavers by producing confirmation letter and relevant payroll form for approval by the Headteacher.

· Set up new employees on the system to ensure a smooth first-day experience.

· Generate weekly inventry reports and identify any areas of concern for review by the Trust HR Officer and Headteacher.





Finance Link:

· Raise Purchase Requisitions on the Trust Finance system ensuring accuracy with coding of all transactions.

· Track deliveries ensuring they are distributed to correct departments and record Goods Received Notes on the Trust Finance system.

· Maintain the electronic cash handling system (Bromcom).

· Collate monthly credit card receipts and statements, ensuring appropriate authorisation levels. 

· Ensure trips are financially viable by providing costing reports, chasing parent payments and supporting with school administration. 

· Maintain Free School Meals Register and Sixth form bursary allowance.

· Be the first point of contact for parental, student and staff queries relating to the above duties.

· Organise and supervise school orders, including end of year ordering for all departments at the school ensuring value for money and timely delivery of goods.


General School Duties:

· Complete relevant administration tasks associated with the HR and Finance team e.g. filing and scanning of documents.

· Provide general administration support to the school, including reception cover, telephone enquiries and written communications. 

· Report student and school issues in line with the school’s policies for health and safety, child protection, behaviour management etc.

· Attend meetings and training sessions as required.

· Be involved in extracurricular activities, e.g. open days, presentation evenings.

· Demonstrate a positive commitment to equality and diversity and support the co-operative values.

· Any other duties commensurate with the role.
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