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JOB TITLE:
Senior Clerical Assistant
RESPONSIBLE TO:
Finance Manager/Office Manager
MAIN PURPOSE:
To provide financial and clerical support within the school office
This is a 20 hours per week contract.
MAIN DUTIES AND RESPONSIBILITES: 

· To manage the Before and After School club booking system and to record accurately all transactions in respect of parent payment systems.
· To set up and manage trips using the online payment system.

· To deal with any parent enquires regarding bookings and payments. 

· To process and record any income received in accordance with school procedures.
· To report on and follow up any outstanding payments.

· Processing of Purchase Orders from requisitions, accurately and in accordance with agreed authorisation and timescales.
· Ensure Purchase Orders are checked for accuracy and forwarded to suppliers.
· To deal with queries from supplies, debtors, budget holders and other staff.

· To provide cover in agreed activities in the absence of the Finance Manager.
· To undertake general Clerical duties, e.g. filing, photocopying, record keeping, updating spreadsheets etc.

· To prepare reports as and when requested by Finance Manager or Head Teacher.
· To keep the Inventory records up to date and assist with the inventory audits.

· To cover our front offices when required on both sites, undertaking reception duties and dealing with general enquiries from visitors, parents etc.  Also to care for sick pupils, arranging for first aid as necessary and contacting parents when required.
· To operate the school telephone system, forwarding calls as appropriate and taking messages as required.

· Be aware of and comply with policies and procedures relating to child protection, health, safety and security, confidentiality and data protection, reporting all concerns to an appropriate person.

· Participate in training and other learning activities and performance development as required.
· To maintain confidentiality at all times, in respect of school related matters and to prevent disclosure of confidential and sensitive information.

· To undertake any other duties of a similar level and responsibility as may be required.
Senior 

Clerical Assistant: ……………………………..……………….  Date: ……………..……….
Head Teacher: ……………………………………………………  Date: ….………………….
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