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K
ate Greenaway Nursery School and Children’s Centre
Recruitment to the position of Administrative and Finance Officer 





Letter from the Headteacher

Welcome to Kate Greenaway Nursery School!

Dear Candidate,

Thank you for your interest in the Admin and Finance Officer (AFO) role at our school. We are delighted to be recruiting an ambitious, enthusiastic, committed Admin and Finance Officer to join our dedicated staff team.
This is an excellent opportunity for a committed professional to support high‑quality early years provision through effective leadership of administration, finance and premises. As AFO, you will work closely with the Headteacher and the School Office Manager to ensure the smooth day‑to‑day operations and contributing to a safe, well‑managed environment that enables all children to thrive.
Kate Greenaway is a unique and inclusive nursery school, providing exceptional education and care to children aged 0 to 5. Our provision is built on a purposeful, structured learning environment, with a strong emphasis on high-quality continuous provision. We are proud of our experienced, well-established team of practitioners, all deeply committed to child-centred learning.
We offer a warm, supportive, and community-focused environment where children feel safe, nurtured, and inspired to learn. Our mission is to foster a love of learning, curiosity about the world, and the confidence children need to thrive in the next stage of their education. 
Our outdoor environment is an integral part of our curriculum. Purposefully designed gardens—recently enriched with a new climbing frame—support children’s exploration of the natural world and provide rich learning opportunities beyond the classroom. Our curriculum is thoughtfully crafted to inspire, challenge, and engage all children through meaningful experiences both indoors and outdoors.
To find out more about our school, our ethos and values, please visit our website: Kate Greenaway Nursery School - Home and take a look at our latest Ofsted report here: 50269010.

We warmly encourage you to visit us and experience our vibrant school community for yourself.

We look forward to hearing from you and wish you the very best of luck with your application.


Best wishes,
Diana-Head Teacher






Advert
Administrative and Finance Officer
Contract: Permanent contract, a subject to a successful probation period.
Salary Grade Range: Scale 4 (£32,442 - £33,870 pro rata) All Year Round, 25-30 hours a week, negotiable 
Start date: as soon as possible
Are you organised, dependable and ready to take responsibility?
[bookmark: _Hlk147237330]
The Headteacher and Governors at Kate Greenaway Nursery School looking to appoint a committed, reliable, focused and consistent Administrative & Finance Officer to play a key role in the smooth and effective running of our nursery school.
Kate Greenaway is located at the heart of King’s Cross, a richly diverse area. We offer an all-year-round provision with government-funded and fee-paying places for children aged six months to 5 years. We are proud of our quality provision and persistently enrich it with effective, evidence-based and innovative practices to achieve the best outcomes for our children.
As our Administrative Officer, you will be central to the safe and effective running of a nursery school serving babies, toddlers and young children. You will:
· Act as the first point of contact for parents, carers, visitors and professionals 
· Confident working with systems, routines and deadlines
· Willing to learn, adapt and problem‑solve
· Calm under pressure and able to manage competing tasks
· Completely professional when handling confidential information

We offer:  
· A structured AFO role within a maintained nursery school, with clear systems and expectations
· Training and support to develop expertise in early years administration, finance and operational processes
· Ongoing guidance from the Headteacher and senior leaders
· Opportunities to develop confidence and professional skills in a supportive environment
· A strong emphasis on safeguarding, confidentiality and professional standards

To apply, please complete the application form online at: www.islington.gov.uk/jobs
Closing date: midnight, Thursday 29 April 2026 
Shortlisting: Thursday 30 April 2026
Interviews: Wednesday 6 May or Thursday 7 May 2026

We look forward to receiving your application form. 

SAFEGUARDING AND EQUAL OPPORTUNITIES                                                                                                                                                                     
Kate Greenaway Nursery School complies fully with the DfE Guidance Keeping Children Safe in Education and is committed to safeguarding and promoting the welfare of children. The post holder is expected to share this commitment and comply with all associated internal policies and procedures


JOB DESCRIPTION

[bookmark: _Hlk110438611]POST TITLE: 				Administrative and Finance Officer
GRADE:				Grade Scale 4, AYR £32,442-£33,870 per annum (pro rata)
REPORTS TO: 				Headteacher & School Office Manager
WORKING HOURS 			25-30 hours per week

PURPOSE OF THE POST
· To provide administrative and finance support to meet the needs of the school. Play an active and an essential role in the smooth running of the school office. 
· To support the office function, including general administration duties as directed by the Headteacher/SOM.
 
General Administrative Duties:
1. Provide a friendly first point of contact for all visitors/parents to the school, monitoring access of visitors.
2. Answer office emails, telephone and listen to the answering machine as required; ensuring staff receive their messages promptly. 
3. Keep manual and computerised pupil records up to date providing reports where necessary.
4. Communicate with parents via text, email, phone call and website.
5. Provide administrative support to the Headteacher and SOM as and when required including preparation of paperwork for Governor’s meetings.
6. Manage office and classroom stationery.
7. Provide administrative support for extended day activities.
8. Prepare money for banking when required.
9. Maintain filing systems.
10. Raise purchase orders using FMS.
11. Maintain the website and support with the newsletters, school App and other marketing.
12. Complete the invoice certification process.
13. Keep accurate records with regards to FMS.
14. Keep up to date with relevant information provided by the LBI.
15. Liaise with parents with regards to debt, maintaining confidentiality at all times.
16. Updating CPOMS.
17. Providing flexibility during the school holidays.
18. Support the SOM in updating the fees spreadsheet and EY Works. 
19. To be responsible for the administration of school dinners; daily/weekly numbers given to kitchen and the milk return.
20. To use and maintain the school SIMS, EY Works and Famly, ensuring all records kept up to date and any requested reports created.
21. To update free school meals records monthly and yearly for the Local Authority and the school’s Sims database.
22. To maintain the daily, weekly and monthly records for children's attendance and punctuality, ensuring calls are made daily for all unexplained absence. Details passed on to DSL where applicable. 
23. Maintain an up-to-date record of staff training, booking training courses as required and work alongside the SOM to monitor the annual training budget.
24. Maintain an up-to-date record of staff absence.
25. Manage new staff inductions, obtaining DBS check and ensuring all relevant paperwork is completed and documents checked, scanned and filed.
26. To manage and update social media accounts, for example: school website, Famly, linked to the nursery.
27. To maintain a message book, electronic school calendar and organise appointments and room bookings as necessary.
28. To maintain suitable stock levels (including first aid boxes) and ensure stationery supplies for school are ordered, received and distributed.

Admissions to Year Reception Administration:
29. Arrange prospective parent visits for new applicants, including school tours as required.
30. Ensure that application forms received are updated on to spreadsheet and filed accordingly.
31. Communicate with prospective parents and the admissions at Kate Greenaway.
32. Undertake administrative duties with regards to the induction of new parents.
33. Communicate with new parents regarding completing paperwork and start dates.


Admissions/Leavers Administration 
34. To be responsible for the school’s admissions procedures for the nursery/school including all necessary communications with parents regarding the admission decision. Also, the administrative procedures relating to pupils transferring/leaving the school.
35. Administration of admissions/ leavers to include updating and maintaining records.
36. Manage enquiries to the school.
37. Notify the SOM in the event of concerns.
38. Ensure that staff are notified about new children to enable them to prepare for arrival.
39. Request records from previous schools, where relevant.
40. To arrange for school records to be sent to the new school, including those which are to be sent as registered post.
41. Keep up-to-date with information provided by the Admission’s service.
42. To keep records of where pupils transfer to and where records have been sent.


Personal Responsibilities:
· To provide feedback on completion or otherwise of tasks requested by Senior Leadership Team to promote the safeguarding of children. 
· To carry out the duties and responsibilities of the post in accordance with the school's Health and Safety Policy and relevant Health and Safety Guidance and Legislation.
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may reasonably be required from time to time.
· To manage responsibilities with confidentiality, tact and discretion when giving or receiving information, which could be confidential.

Confidentiality:
· The nature of the job requires a high degree of initiative, confidentiality, tact and discretion when giving or receiving information, which could be confidential.

Performance Standards:
· To ensure that the school’ customer care standards are met and adhered to.
· To ensure that all duties are performed in accordance with the Council's financial regulations.
· At all times to carry out the responsibilities of the post with due regard to the Equalities Act.

Other Duties:
· To ensure that all duties are performed in accordance with School Policy and Procedures and the Council’s Standing Orders and Financial Regulations.
· To carry out the duties and responsibilities of the post, in accordance with the Schools Health and Safety Policy and relevant Guidance and Legislation.
· To promote the safeguarding of children.
· To undertake training and professional development as appropriate.
· To undertake other duties appropriate to the post that may reasonably be required.

Fundamental to fulfilling the responsibilities of this post is the ability to respond flexibly, positively and successfully to the ever-changing pressures which schools face. This job description is a guide to the level and range of responsibilities, which the postholder will initially be expected to undertake. It’s neither exhaustive nor inclusive and will be changed from time to time, in order to meet the changing circumstances and demands. 






















 
PERSON SPECIFICATION
POST TITLE: Administrative and Finance Officer
GRADE: Scale 4, AYR
The person specification is a picture of skills, knowledge and experience required to carry out the job.  It has been used to draw up the advert and will also be used in the short-listing and interview process for this post.  
You should demonstrate on your application form how you meet the following essential criteria.

	REQUIREMENTS
	
	ESSENTIAL CRITERIA 

	EDUCATION AND EXPERIENCE
	E1
	School administrative experience.

	
	E2
	Competent IT skills and experience of using SIMS. 

	
	E3
	Experience of reconciling bank accounts.

	SKILLS, KNOWLEDGE
AND ABILITIES
	E4
	Excellent interpersonal skills, both on the phone and in person.

	
	E5
	Ability to work with figures and produce relevant, accurate and detailed information.

	
	E6
	Excellent organisational skills, able to plan and manage own time effectively, work on own initiative.

	
	E7
	Sufficiently flexible and quick to learn procedures such as texting/emailing parents and operate the diary systems, to ensure the smooth running of the office.

	
	E8
	Ability to work as part of a team and to be able to respond flexibly to changing demands.

	
	E9
	Ability to acquire skills needed to undertake the following:
· Keep computerised record systems including pupil database records.
· Keep records of and reconcile school meals records.
· Complete various returns on pupil data.
· Understand and adhere to the LA financial regulations.          

	
	E10
	Ability to carry out general office skills and to deal with a variety of tasks such as filing, distribution of post etc.

	
	E11
	Ability to build and maintain an effective working relationship with a wide variety of people.

	
	E12
	Ability to prioritise to ensure that deadlines are met whilst working under pressure.

	
	E13
	Ability to maintain strict confidentiality in all matters.

	
	E14
	A commitment to and knowledge of the statutory requirements of legislation concerning Equal Opportunities, Health and Safety and Safeguarding. 

	
	E15
	Ability to form and maintain appropriate relationships and   personal boundaries with children and young people.
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