Job Description 

Executive Officer - 2012
Name:

Position:
   Executive Officer

Responsible to:      Principal
Hours Per Week:
Indicative 30hrs to be negotiated for 44 weeks per year
Hours: Mon - Friday


9.00am – 4.00pm 
Grade:
Admin B Step 8
Rate of Pay:
$18.53 per hour + $0.35 per hour First Aid.  

Approximately $30,000 per annum 

Primary Objectives:

· To effectively manage all aspects of finacial management as per financial policies and procedures
· To manage all personnel records and liaison with payroll service provider
· To act as a signatory on all accounts operated by the SAMS Board of Trustees.
· To be responsible for providing the appropriate information to our Service Provider and Auditors, for the preparation of the Annual Accounts.
·  To act with discretion and confidentiality in all tasks undertaken
· To provide effective leadership in management of the school office

· To provide high level support to the Principal as an Executive and PA. 

Terms Of Employment:

· The Executive Officer works under the jurisdiction and control of the Principal. The conditions of the employment are as stated in the “Support Staff in Schools Collective Agreement”

· The Executive Officer should consider herself a member of the staff and to identify herself with the welfare of the school

· All information about students and staff is confidential. All inquiries about students and staff should be directed to in the first instance to the Principal

· Under no circumstances is information about students and staff to be given to any unidentified or unknown person either over the telephone or in person.

KEY TASKS & EXPECTED OUTCOMES

	KEY TASKS
	EXPECTED OUTCOMES
	E O
	APPRAISER
	NOTES

	1. Prepare batch headers for conveying to school accountant
	All expenditure and income are put on spreadsheet and sent to Service Provider
	
	
	

	2. Debtors
Action journal entries to reconcile internal debtors and creditors
	Invoices and Receipts are issued for all external Debtors
Send journals to Granville as required
	
	
	

	3. Creditors
	Ensure invoices are stamped & authorising signatures obtained
All cheques are written accurately and presented for signature in cheque order along with  the invoices
	
	
	

	4. Deposit and expense details recorded for all students 
	On e-TAP charge all students for fees etc and send out  invoices on a regular basis
	
	
	

	5. Deposit and expense details are maintained for external accounts  e.g. CYFs
	Send out invoices to any external firm as required. Record any payment they make on Invoice and code to appropriate GL code
	
	
	

	6. Cash – All money is receipted, secured and dispersed correctly as per policy and procedures.
	Bank on a regular basis. 
	
	
	

	7. Manage Banking Staffing
	Manage a spreadsheet to ensure banking staffing is balanced at year end. Transfer  funding as required 
	
	
	

	8. Liaise with BOT Finance person as required
	Attend monthly finance meetings when scheduled
	
	
	

	9. Provide service centre with appropriate documentation
	Ensure the Service Provider has information on time to enable them to prepare accounts for the BOT meeting
	
	
	

	10. Liaise with auditors
	Provide any information as required for the Auditors 
	
	
	

	11. Carry out confidential personnel issues
	Be discreet at all times 
	
	
	

	12. Liaise with Payroll 
	Contact Payroll with any payroll issues the staff may have
	
	
	

	13. First Aid
	Administer First Aid to students as required
	
	
	

	14.  Automatic Payments made by parents
	Keep accurate record of all payments received via A/P. Code on bank statement then record payment against student’s debt  on  eTAP
	
	
	

	15. Personnel Records
	Keep all information in a secure place in the office. Always treat information as confidential.
	
	
	

	16. Prepare EOY and SOY payroll information
	Liaise with Principal  as to the staffing issues pertinent to payroll as at EOY and SOY
	
	
	

	17. Assist the Principal in ensuring that the school financial systems are followed
	Budget holders are prompted to follow financial procedures especially the  use  of order forms
	
	
	

	18. Deal with financial queries from parents, students, staff and businesses
	Front line queries are dealt with promptly and pleasantly
The principal should be involved when needed in answering queries
	
	
	

	19. Principal’s Mail
	Open the principals mail and pass on relevant items to the Principal. 
	
	
	

	20. BOT 
	Pay BOT meeting fees 3 monthly
	
	
	

	21. GST
	Ensure the appropriate paper work is at Granville’s on time for payment of GST
	
	
	

	22. Various
	Counter -  serve if Secretary absent

Fax Machine – send or assist others to send faxes if required

Phone – answer in a welcoming manner
	
	
	

	23. Fundraiser
	Apply for funding from a range of sources.  On successful applications the EO will be given 10% commission.
	
	
	

	24. School Promotion 
	Develop a School Promotion plan for SAMS in collaboration with the Principal and Staff.
	
	
	

	25. Personal Assistant to the Principal 
	Undertake general typing and admin activities at the request of the principal. 
Manage the Principals diary and align all appointments for the Principals.
	
	
	


Person Specification

· Strong sense of loyalty and confidentiality.

· Written and oral communicating skills developed to a high level.

· Proof of interpersonal skills, judgement, discretion and diplomacy.

· Effective listening skills.

· Excellent organisational and administrative skills.

· Initiative and the ability to prioritise the work with a minimum of supervision.

· Be able to work as part of a school team.

· To work consistently despite frequent interruptions.

· An efficient and relaxed nature that remains ‘calm’ under pressure.

· Patience.

· Sense of humour.

· Sincerity.

· Honesty.

· Fast and accurate word processing, data entry, and general computer skills.

· Professional, courteous phone manner.

· Presents self professionally – attire, general appearance.

· Ability to demonstrate leadership and initiative with new ideas

In addition to the Key Tasks listed in this Job Description, the staff member will carry out any duties as directed by the Principal.

Employment Conditions

As per the Support Staff in Schools Collective Agreement

Appraisal Meeting 
 To be negotiated
Points for Discussion

Staff Support

Hours 2012
1.
Base hours: 30 hours.
2.
Additional hours
3.
A timesheet must be kept for the additional hours, detailing (a) data and time worked and (b) detailed description of task undertaken.

Goals 2012
Summary Statement
Executive Officer: _______________   Principal: _______________
Date:






Learning for Life


