The Bourne Academy Job Description
Title of Post: HR & Finance Administration Assistant
Salary: Grade 5 Pro rata salary range £16,971 - £19,182 (FTE range £19,819 - £22,401)
Hours: 37 hrs per week, 7.30am-3.30pm, term-time only
Disclosure Level: Enhanced

Accountable to: The Principal

Line Managed by: HR Manager/Finance Manager
Line Management Responsibility: Cover Supervisor(s)
Main Purpose:  To assist and support the HR Manager with the organisation of cover for absent colleagues and deploy supply staff and cover supervisors accordingly.
To oversee the administration of personnel records and data and offer an effective administrative support service, ensuring confidentiality at all times.
To support and assist the Finance Manager in the daily financial activities of the Academy and to ensure that the use of resources is adequately monitored and controlled.

Key Accountabilities:
	Tasks

	Human Resources 
· To be responsible for the school sickness line and arrangements for cover of absent teachers by the Cover Team or outside agencies where necessary.  
· To update and maintain the cover information system on a daily basis including the liaison with staff in relation to daily cover matters. 
· Receive and respond to information on staff absence on a daily basis

· Ensure efficient and effective arrangements are in place for covering classes and supervising of students’ learning when the class teacher is absent

· Allocate cover effectively and efficiently on a daily basis for all teaching staff absences including contacting agencies, booking supply cover, maintaining records and paperwork and managing cover budget.

· Communicate any changes to the cover list and re-rooming of lessons to relevant staff/students 

· Be the main point of contact for all cover staff (agency supply staff and Cover Supervisors)

· Maintain staff sickness and absence records. 
· Create, maintain and update confidential HR records for all staff. 
· Undertake administrative duties in connection with personnel changes/amendments and terminations of contracts for staff. 
· To provide support to the HR Manager in relation to recruitment processes and safeguarding matters. 
· Undertake duties in connection to the school recruitment procedures, including placing job adverts; collating job applications; requesting references. 
· To carry out DBS checks on all new staff, volunteers and those engaged in regulated activities in the Academy
· To maintain accurate personnel files and data on all staff within the Academy
· To assist in accurately maintaining the Single Central Record (SCR)
           Finance 
· To undertake the efficient and accurate preparation, input and maintenance of information and data into the financial systems operated by the Academy in accordance with agreed procedures and regulations.  
· Process orders/invoices/credit card payments for goods and services and the payment of associated invoices. 
· Ensure the appropriate authorisation of all goods/services per budgetary controls. 
· To issue payments in respect of properly authorised petty cash claims and record the transactions on the Academy accounting system.
· Process sales invoices for Academy lettings in accordance with bookings.

· To record cash and cheques received from students, staff and others in respect of Academy educational trips/activities and miscellaneous income.
· To assist and support Academy educational trip arrangements, including collection and recording monies received, trip reports and cost control. 

· Process promptly, all necessary timesheets and expenses into the payroll system. 

· Provide help and advice to staff and external parties as and when required in relation to personnel matters. 
           Educational Visits

· Keep a list of all planned off-site visits and include this in the Academy calendar

· Liaise with the Vive Principal to ensure that visits meet the Academy's requirements

· Assign competent people to lead or otherwise supervise a visit

· Ensure that the appropriate child protection checks have been made

· Work with the group leader to obtain the consent or refusal of parents/carers

· Give the group leader the risk assessment forms as necessary Check letters to parents/carers 

· Check the risk assessment form and pass it on to the Vice Principal  for final checks

· Organise emergency arrangements

	Safeguarding
	· Undertake regular safeguarding training as required

· Ensure that statutory and Ofsted requirements for Safeguarding are met

· Report any safeguarding concerns to the designated Child Protection officer

	General Responsibilities

	· Undertake First Aid Qualification and assist in providing First Aid to students, staff and visitors

· Liaise with members of the Academy as required
· Attend meetings as and when required
· Undertake relevant training as required to support the functions of the post and to enhance personal development 
· Undertake any other duty as specified by the Principal


This job description is not necessarily a comprehensive definition of the post. It will be reviewed annually as part of the Performance Management process and it may be subject to modification or amendment at any time, after consultation with the holder of the post in order to reflect changes in organisational requirements and to ensure that the future goals of The Bourne Academy are successfully achieved.
The Bourne Academy is committed to developing the skills of all members of its learning community.  If you have any query about your own personal development, please speak to your line manager.

Signed:

____________________________________
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