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Pack includes: 

• Job description 

• Role Profile- Senior Admin Officer (2128) 

• How to apply 

  



            

NEW MILTON JUNIOR SCHOOL 

JOB DESCRIPTION  

JOB TITLE:  Senior Admin Manager          

                

PURPOSE OF THE JOB  

To organise, maintain and monitor the school’s financial and personnel systems and to manage 
office functions to ensure an effective service to the school.  To line manage administrative 
staff, including commissioning and delegation of relevant activities. To be pro-active in systems 
and operational management to ensure efficient management, tracking, analysis and reporting.  
 
RESPONSIBLE TO: The Headteacher/Deputy Head.  
 
DUTIES AND RESPONSIBILITIES  
 
LEADERSHIP AND MANAGEMENT  

• Offer financial, personnel and systems support and advice as required to Leadership and 

Management Team.  

• Improve and develop financial statements, forecasts and best value procedures.  

• Attendance at Finance Committee Meetings to provide information as required including 

annual budget statement, CFR Return, Financial Summary, and Statement of  

Internal Control.  
• Line and performance management of administrative staff including assisting in the 

creation and implementation of training / mentoring systems for these staff.  

FINANCE  
• To be responsible for the effective management of financial administration procedures, 

including responsibility for compliance with financial regulations. To be aware of how and 

where to access the Manual of Financial Practice and Procedure via the County Intranet.  

• Monitoring the weekly / monthly expenditure and advising the Headteacher / Finance 

Committee of possible under / over spending.  

• Identify the need for, select and manage the ordering of supplies and equipment for the 

school including the issuing of invoices and ensuring settlement of accounts.  

• Preparation and maintenance of such reports, records and accounts as are required in 

conjunction with the School’s and Hampshire systems.  

• Ensuring the proper collection, reconciliation and banking of any monies received by the 

School.  

• Ensuring all expenditure is correctly coded to ensure maximum use of all budgets and 

grants.  

• Maintaining an asset register and inventory.  

 PERSONNEL AND STAFFING  

• To be responsible for the effective operation of payroll systems.  

• To be responsible for the completion of all new starter paperwork, including Safe Guarding 

Children, and other documents relating to staff employment.  

• Maintain and update personnel database.  

• To liaise with the Headteacher on personnel issues.  



            

• Completing and submitting monthly timesheets for staff and supply teachers.  

• To be responsible for school personnel administration.  

• To liaise with external organisations to ensure that appropriate clearance for new staff is 

received –medical checks, child protection.  

• To be responsible for the maintenance of confidential staff records.  

• To hold overall responsibility for school Single Central Record. 

• To hold overall responsibility of the Hampshire Finance System.   

• To manage the administrative function including the administrative ICT facilities, school 

reception, reprographics, records and telephones.  

• To be responsible for the systems and general management of the School’s administrative 

and financial computer network, the implementation of appropriate Management 

Information Systems (Arbor) and the administration accounting and record system.  

• To provide support for the preparation and production of all school records and 

publications.  

• To be responsible for obtaining the necessary licenses and permissions and ensuring their 

relevance and timeliness.  

GENERAL  
• Comply with policies and procedures relating to child protection, health, safety and security, 

confidentiality and data protection, reporting all concerns to an appropriate person.  

• Advise on ICT hardware  

• Be aware of and support difference and ensure equal opportunities for all.  

• Contribute to the overall ethos / work aims of the School.  

• Establish constructive relationships and communicate with other agencies / professionals.  

• Participate in training and other learning activities and performance development as 

required.  

• To meet any other reasonable request made by the headteacher. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



            

 

Role: 

 

• Start date: 4th Jan 2027 (sooner if notice period allows)  

• Pay Grade is E/F depending on experience (FTE- £34273- £46565) 

• Part time role 

• Permanent contract 

• 37 hours per week, 42 weeks per year. (Term time plus 2 weeks)  

 

We are seeking someone who would be able to: 

• Effectively manage a school budget 

• Manage invoices and make timely payments 

• Demonstrate a good knowledge in managing school business systems 

• Demonstrate exemplary professional characteristics 

• Lead and support a team of committed admin staff 

• A good sense of humour is essential 

 

What we offer: 

• A range of professional development opportunities 

• To be part of a supportive and friendly team 

• Being part of thriving school community 

• Secure onsite parking 

 

Programmes we use: 

• Arbor 

• Google 

• Microsoft, excel, word 

• Access budget management 

• Hampshire IBC/ ESS lite system 

 

Experience of a school setting is desirable, but not essential. The successful candidate would 

need to demonstrate a proven track record of finance and personnel system management.  

 

If you would like further information, please contact the Headteacher Mr Geary via the school 

email address admin@nmjs.hants.sch.uk 

 

Application process is by completion of attached application form, no CV’s will be included. 

https://documents.hants.gov.uk/education/recruitment-supportstaffapplicationform.docx 

Closing date Wednesday 4th November. 

Interviews will be held week commencing 9th November.  
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