St Malachy's College

JOB DESCRIPTION

Job title:

Accounts Officer/Assistant PA to Principal 
Responsible to:
The Principal through the Bursar

Job purpose:
To assist in the effective and efficient operation of the College’s financial administration and to provide a confidential and professional administrative service to the Principal.
Essential Criteria
5 GCSE's/O Levels including English and Maths (grades A to C) or equivalent qualifications and at least one year’s relevant work experience in an office environment. Fully conversant with Microsoft Office applications and possess proficient IT skills.

Desirable Criteria
Preference may be given to those applications that are educated to Degree level, and/or have at least three months accounts or secretarial experience.


Main Duties and Responsibilities:

A
Accounts Officer
B
Assistant PA to Principal

It is envisaged that at least initially 50% of the post will be devoted to Accounts Officer and 50% to Assistant PA work. Precise duties of the post will be determined by the Bursar and may include all or some of the duties listed below. The list is not intended to be exhaustive or comprehensive but illustrates the level of work associated with the post.
A
Accounts Officer
A1.
Collecting, counting, recording and lodging of all monies received, including but not limited to school, canteen, pitch hire, sports hall hire, fundraising.
A2.
Totalling, reconciling and summarising of all cash books.
A3.
Entry of cheques and totalling in purchase ledgers.
A4.
Maintaining books of account/ledgers for school and canteen or as directed by the Bursar
A5.
Accounts postings.

A5.
Organising completion of standing orders, submission of same to Banks and reconciling payments.
A6.
Co-ordinate and organise invoices and payments for music lessons, setting up and submission of standing orders in respect of same, checking receipt of payments on a monthly basis and checking against lessons taken up by pupils.
A7.
Preparing and posting accounts journals in respect of all bank accounts, (currently, No1, No2, BR1, BR2, Canteen, Fundraising), (posting cash receipts, cheque entries, bank transfers, standing orders, direct debits, visa payments etc).
A8.
Maintain accounting records for pitch and sports hall hire. Checking receipt of payments against bookings, issuing of invoices and collection of monies owed. Organising block and one-off booking applications, summarising same and presenting to Bursar. Liaising with user groups and caretakers/security staff.
A9.
Preparing bank reconciliations.
A10.
Assisting in the preparation of financial returns.
A11.
Preparation and submission of gift aid claims.
A12.
Assisting with the sale of PE kit to pupils/parents, collection and receipt of monies, preparation and submission of orders to suppliers and distribution of kit to pupils.
A13.
Assist with the financial and administrative aspects of first year inductions.
A14.
Co-ordinate and assist in the making up and distribution of stationery packs to pupils.
A15.
arranging and co-ordinating the booking of college buses and external hire of buses or taxis in accordance with school policy. Arranging efficient use of our own buses, maintaining a diary of bus bookings and co-ordinating with drivers.

A16.
Providing relief cover for other office staff including reception on occasion.

A17. 
Assisting with mail outs our parent app messages on occasion.

A18.
Providing word processing, filing, duplication and photocopying in support of administrative processes, including the use of e-mail, intranet, and internet facilities, where appropriate.
A19.
Receiving and making telephone calls, dealing with queries from parents, staff and other agencies, taking and forwarding messages.

B
Assistant PA to Principal

Principal’s Secretary

Assisting the Principal’s PA with:

B1.
Co-ordination of Principal’s diary;

B2.
Maintenance of a filing system with particular regard to confidentiality of information.
B3.
Preparation for and servicing of the Principal’s Committees, including Senior Leadership Team and Board of Governors; Drafting of routine correspondence and word processing of all correspondence and reports.
B4.
Open and sort the Principal’s mail, filtering irrelevant items, prioritising items for immediate action, forwarding items appropriately within the College and ensure prompt postage of all outgoing mail as requested.

B5.
Receiving and making telephone calls.
B7.
Drafting of routine correspondence and word processing of all correspondence and reports.
B8.
Collation and dissemination of information from the Principal to staff and to external bodies.
B9.
To support the Principal in all aspects of the administration of the transfer procedure.
B10.
Greet the Principal’s invited guests and visitors at school functions, and Governors at Board of Governor meetings. This may involve being available for work during the evening from time to time; Provide refreshments for the Principal and visitors and arrange catering for meetings as required. 


Administration

Assisting the Principal’s PA with:

B11.
Ensuring that curricular needs are supported by a timely administration service.
B12.
Provide secretarial services to the Board of Governors, Vice Principals and Senior Leadership Team as and when required.

B13.
Updating under the direction of the Principal, College publications such as the Prospectus, The Annual Report of the Board of Governors and updating the College Development Plan.
B14.
Under the direction of the Principal, maintenance and review of the portfolio of College policies.
B15.
Liaising with teaching staff, organising and forward planning for all College events and activities.
B16.
Organisation of materials for College events including Open Days, Parents’ evenings, concerts and plays.
B17.
Preparation of invitations, programmes and any other materials for the College’s Prize Days.
B18.
Assist with organisation of Year 8 induction days.
B19.
Effective and timely communication of information to teaching staff.
B20.
Extensive use of C2K computer system and Microsoft Office software.

B21.
Providing absence cover for other office posts as and when required.


Appointments and Personnel

B22.
Under the direction of the Principal and Bursar, assist, when required, the Principal’s PA acting as monitoring officer for recruitment, to carry out all administration in the recruitment process, to make arrangements for interviews and the appointments process for recruitment of staff.

UCAS

Assisting the Principal’s PA with:

B23.
Liaising with Careers Staff and Reference Writers, organise the collation of references and predicted grades for Year 14 pupils, and uploading references to UCAS.

Carrying out any other duties within the scope, spirit and purpose of the job, the title of the post and its grading as may be assigned by the Principal or Bursar from time to time;

Salary:
NJC Scale Points 5 to 8 (£19,650 to £20,852 per annum). 

Pension (Optional)

Northern Ireland Local Government Officers’ Superannuation Scheme (NILGOSC)

Hours of work:

Monday to Thursday: 8.00am – 4.15pm 


Fridays: 8.00am to 3.45pm


Summer-time working hours (from 1 July to date pupils return in late August)

Monday to Thursday: 8.30am – 3.45pm

Fridays: 8.30am to 2.45pm


You will receive a 15 minute tea break in the morning and 45 minutes for lunch
PENSION 

Northern Ireland Local Government Officers’ Superannuation Scheme (NILGOSC)
