
 

 

 

PPAT Education 
JOB DESCRIPTION 

Job Title: Finance and Admin Officer 
Reports To: Headteacher  
Main Purpose of Job 
To provide efficient and effective financial, HR and administrative support to the Headteacher, staff, and pupils 
to facilitate the smooth running of the school. Prioritise office workload and make decisions within agreed 
framework of recognised procedures for admin staff to ensure deadlines are met. 
Main Responsibilities and Duties 
FINANCE 
• Manage and maintain the school’s FMS system. 
• Pay invoices for goods and services as authorised. 
• Receive, allocate and bank School income, (including issuing and receiving invoices), and pursuing bad 

debts. 
• Produce weekly BACS run. 
• Maintain Credit Card payments and control sheet. 
• Input Cash Book Journals on FMS prior to Reconciliation. 

 
ADMISSIONS 
• Administer the admissions procedure for new pupils, including new intake process and any appeals. 
 
HUMAN RESOURCES 
• Maintain absence records for staff sickness/leave. Update SIMs and notify HRAP.  
• Undertake the administration of the recruitment of new staff, including producing standard information 

packs, distribution and receipt of application forms, organisation of interviews and sending offer letters, 
using the PPAT templates and working to PPAT timelines. 

• Ensure all necessary pre-employment checks are completed satisfactorily before start date. 
• Carry out all checks on the staff recruitment check list following up where necessary. 
• Complete DBS checks for new staff/volunteers and maintain DBS register throughout the school year. 
• Ensure the Single Central Record is accurate and up to date for all staff, governors, casual and volunteers. 
 
PAYROLL 
• Process contract changes in Sims as requested by the HT and produce necessary reports for HRAP to 

update payroll in a timely fashion to meet payroll deadlines 
• Check monthly timesheets and submit them to the Central Team by the deadline date. 
 
OTHER ADMINISTRATION 
• Create reports from Sims and assist staff and school management in the interpretation and analysis of the 

information 
• Provide a point of HR contact and information service within the school for staff and service providers  
• Set up email accounts/system access and Sims accounts for new staff members. 
• Maintain SIMS and relevant paperwork in relation to pupil records for new admissions and attendance. 
• Take messages (in all forms) and resolve queries as appropriate. 
• Provide a point of contact and information service within the school for all stakeholders and service 

providers. 
• Undertake a range of other administrative procedures/duties as required by the Head teacher. 
• Completion of various statutory and non-statutory returns such as CENSUS returns. 
• Attend appropriate training.  
• Ensure safeguarding procedures are implemented to protect pupils, staff, visitors and yourself. 



 

 

 

• To undertake any other duties commensurate with the role. 
 
Supporting Processes 
Exercises discretion and initiative to ensure smooth operation, working within general guidelines/direction 
from the Head teacher. Deals with changing and conflicting deadlines, both internal and external to the school 
with frequent interruptions to work.  Deals with parents and other members of the public. 
 
Decision Making 
Answers queries, orders goods/services within general guidelines, referring more complex questions (eg 
potential overspend, reallocation of funds, anxious parents) to the Head teacher or other member of the SLT.  
Acts with a measure of independence and initiative.       
 
Physical Effort and Working Conditions 
Frequent use of VDU within H&S guidelines.  Very busy and sometimes noisy school office environment. 
 
Contacts and Relationships 
Staff, Pupils, Parents, PPAT schools, LA staff, Press, Governors, General Public, Contractors, Outside Agencies 
etc providing information, advice, and guidance, across the range of administrative duties in some cases about 
confidential matters. 
 
Main tasks involved 
Use of SIMS, FMS and other modules, telephone reception service, maintenance of pupil records, dealing with 
admissions, day to day financial operations including ordering, invoicing, petty cash, income, school payment 
card and VAT, word processing letters and school documents, filing, completion of LA and DfE forms and 
returns. 
 
Additional Information 
To deal with any other matters as directed by the Headteacher. 
 
Knowledge, Skills and Experience 
Aptitude for ICT including use of SIMS and a high level of Word processing skills.  Preferred level of education 
equivalent to 5 A-C GCSE’s.  Experience of a general office environment and financial systems.  Adaptability, 
excellent communication skills, interpersonal skills, tact and diplomacy, prioritisation, organisational skills, 
clear thinker, flexibility, confidentiality, initiative, computer literate, completer/finisher. Presentation skills, 
teamwork, and the ability to delegate tasks when appropriate. 
 

Agreed that the Job Description is a fair and accurate statement of the requirements of the job: 

Job Holder:   Date: 

Line Manager:                                                                               Date: 

 



 

 

 

 

JOB SPECIFICATION 

 Essential 

We are looking for someone who has: 

Desirable 

It would be great if you also have: 
Knowledge • Good knowledge of effective 

administration systems. 
• Previous experience of effective 

administration systems and processes 
• Excellent attention to detail 
• Methodical and well organised 
• Demonstrates an ability to use own 

initiative 
• Good knowledge of effective IT 

administration systems. 

• Knowledge of SIMs and Parent Pay 
systems 

 

Skills • Excellent IT skills that include a sound 
working knowledge of Microsoft Office, 
spreadsheets, e-mail and use of the 
internet. 

• Excellent record keeping skills. 
• High standard of oral and written 

communication skills and ability to 
understand and convey information 
effectively. 

• Highly organised and efficient. 

 

Experience • Worked in an office environment at a 
senior level 

• Developing, managing and operating 
clerical/administrative/financial and 
organisational systems. 

• Working with children or young people  
• Managing school finances and budgets 
• Analysing and evaluating data 
• Understanding and experience of data 

protection and confidentiality. 

• Experience of school administration 
• Experience of finance software 

Qualifications • Candidates should have a good basic 
education with 5 A-C GCSE’s. 

• NVQ3 in Business Administration or 
equivalent qualification in a relevant 
discipline (or working towards) 

Abilities • To work and communicate effectively 
at all levels 

• Draft correspondence to a high 
standard and produce well-presented 
reports and other documentation. 

• Work experience in a busy office 
environment 

Personal 
Attributes 

• Well-presented and personable. 
• Articulate with an excellent standard of 

spoken and written English. 
• A passion for working with and 

supporting children and young people. 
• Self-motivated and a quick learner 
• Positive with a ‘can do’ attitude. 
• Takes pride in a job well done. 
• Friendly and approachable 
• Outgoing personality 

 



 

 

 

Equality • An understanding of acceptance and 
commitment to the fundamental 
principles of equal opportunities. 

• Able to work in a way that promotes 
equality of opportunity and respect for 
diversity. 

 

Safeguarding • Evidence of a commitment to 
safeguarding and promoting the 
welfare of children and young people 
and expects all staff to share this 
commitment. 

• Able to work in a way that promotes 
the safety and well-being of children 
and young people. 

 

 

 

 

 

 


