
 

March 2019 (VK, JH) 

Westbourne School Finance/Admin Assistant Job Description 

 

Job Title: Finance/Admin Assistant 

Reports to:  The Bursar 

Job purpose: To provide finance assistance to the Bursar, admin support to the Director of Studies and one day 

cover on reception. The role encompasses book-keeping, accounts receivable, accounts payable and general 

financial administration as well as reception cover. 

 
This job description forms an integral part of the Appraisal process carried out annually by the Headmaster/SMT.

 
 

Finance Assistant (0.7 fte) 

 

1. Supporting the Bursar with general book-keeping. 

2. Providing assistance with accounts receivable and accounts payable functions. 

3. Reconciling bank entries in the accounting system (SAGE) 
4. Analysing credit card transactions and applying nominal coding. 
5. Undertaking credit control and debt collection periodically. 
6. Maintaining and updating petty cash/cash-book postings on a regular basis. 

7. Assisting the Bursar with analysis of month-end accruals and prepayments 

8. Assisting the Bursar with invoicing and monitoring of fees from parents. 

9. Providing assistance to the Bursar with day to day financial administration and corporate governance. 

10. Any other ad-hoc duties required of the position. 
 

Admin Assistant/General Support (0.2 fte) 

 

11. Reception cover from 8.00-4.30pm (Fridays only), one day a week. Applying excellent customer skills and 

experience of responding efficiently and effectively to face and face, telephone and email. 

 
12. To liaise, greet and address Visitors, Governors, Teachers, and Parents face to face and over the 

telephone in a courteous and sensitive manner and ensuring the office/desk are presentable and in order, 
relaying promptly telephone, post and other messages; 

 
13. To assist pupils who become ill/injured at school, contact parents and maintain a watching brief over 

them until they leave the school premises.  To ensure that all pupils leaving and returning to the Senior 
School premises are signed out and in as appropriate; 
 

14. Update the website as directed, update of the Friday flyer for the Senior School and sending out to 
Parents, Staff and Governors, maintain Senior School information on the Parent Portal; 
 

15. To meet any contractors and visitors for the Senior School site, checking deliveries, and directing them to 
either the Caretaker or Bursar, and be aware of work they are undertaking on site; 

 

16. This role will work in a flexible capacity to provide support and cover for the whole School Administrative 
Team, particularly on Fridays; 
 

Support to Director of Studies (0.1 fte) 
 

17. To support the Director of Studies with periodic administrative duties in relation to examinations. 
 



 

March 2019 (VK, JH) 

 
 
Qualifications: 
Experience of SAGE accounts/payroll is essential 
Experience of small business accounting is desirable. 

AAT or part-qualification is desirable. 
 
Personal Qualities 

Well organised, efficient and able to prioritise work and meet deadlines. Team player. Excellent time 

management skills. Attention to detail. Adaptable and flexible when the need arises in a school environment. 

 

Westbourne School is committed to safeguarding and promoting the welfare of children. Hence applicants must 

be willing to undergo child protection screening and training appropriate to the post, including checks with past 

employers and the Disclosure and Barring Service. 

 

 


