Stanford Junior School is seeking to appoint an

Office Administrator/
Finance assistant

Role C. Part-time, term time (approx. 22.5 hours per week
to be discussed). Starting date: June ‘22 (ideally).

Stanford Junior School is looking to appoint an office
INSPIRE administrator/finance assistant to support the work of the
school business manager.

Working under the direction of the school business manager,
key tasks will include: reception duties; maintaining school
registers and monitoring absence (including leading on
attendance matters); maintaining SIMs and the school’s website-
including pupil admissions on SIMS; finance assistant duties
including - ordering, invoicing for school resources and
maintaining school meals/visits on parent pay/petty cash
accounts; providing financial support to the business manager;
supporting the leadership team and teaching staff to ensure the
smooth running of the school.

Candidates will have excellent PR skills, at least 2 vyears'
administration experience and possess a secure knowledge of
Microsoft Word and Excel. A good working knowledge of SIMS,
FMS and Parent-Pay is required for this post.

The successful candidate will: be able to form strong
relationships with the staff team; have a keen eye for detail; be
able to multi-task; exercise initiative and work well under
pressure; be flexible to the demands of the role; have strong
telephone and communication skills; be able to maintain

ENRICH confidentiality.
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Interview dates: passionate staff team ® a committed governing body.
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